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Specific Instruction and Errata for
Nonr esi dent Trai ni ng Course

NAVY COUNSELCR (RECRU TER) 1 & C, NAVEDTRA 82620

1. No attenpt has been nmade to issue corrections for errors in typing,
punctuation, etc., that do not affect your ability to answer the
guestion or questions.

2. To receive credit for deleted questions, showthis errata to your
| ocal course administrator (ESQO' scorer). The |ocal course

adm nistrator is directed to correct the course and the answer key by
i ndicating the question del et ed.

3. Assignnent Bookl et, NAVEDTRA 82620

Del ete the foll ow ng questions, and | eave the correspondi ng spaces
bl ank on the answer sheet:

Questi ons



NAVY COUNSELOR (RECRU TER) 1 & C

NAVEDTRA 82620

Prepared by the Naval Education and Traini ng Program Managenent

Support Activity,

Congr at ul ati ons!
yoursel f and the Navy.
total Navy training program

Renenber, however,

Pensacol a,

By enrolling in this course,
this self-study course is only one part of the
Practical experience, schools, selected reading, and your

Fl ori da

you have denobnstrated a desire to inprove

desire to succeed are al so necessary to successfully round out a fully neani ngful training

program

HOW TO COVPLETE TH S COURSE SUCCESSFULLY

ERRATA : If an errata cones with this course,
make all indicated changes or corrections
before you start any assignnent. Do not
change or correct the Training Manual

(TRAMAN) or assignments in any other way.

TEXTBOOK ASS|I GNVENTS: The TRAMAN for this
course is Navy Counselor (Recruiter) 1 & C,
NAVEDTRA 12620. The TRAMAN pages that you
are to study are listed at the begi nning of
each assignnent. Study these pages carefully
before attenpting to answer the questions in
the course. Pay close attention to tables

and illustrations because they contain
information that will help you understand the
text. Read the | earning objectives provided

at the begi nning of each chapter or topic in
the text and/or preceding each set of
questions in the course. Learning objectives
state what you should be able to do after
studying the naterial. Answering the
questions correctly hel ps you acconplish the
obj ecti ves.

BLACK DOT | NFORVATION: Bl ack dots (®) may be
used in the text and correspondence course to

enphasi ze i nport ant or suppl enent al
information and to highlight instructions for
answering certain questions. Read these
bl ack dot entries carefully; they will help

you answer the questions and understand the
material .

SELECTI NG YOUR ANSWERS: After studying the
TRAMAN, you should be ready to answer the
questions in the assignnent. Read each
question carefully, then select
ansver.
the subject matter in the TRAMAN. You may
refer freely to the TRAMAN and seek advice
and information from others on problens that
my arise in the course. However , t he
answers must be the result of your own work
and deci si ons. You are
referring to or copying the answers of others
and from giving answers to anyone el se taking
the same course. Failure to follow these
rules can result in suspension from the
course and disciplinary action.

SUBM TTI NG COVPLETED ANSWER SHEETS: Conpl ete
all assignments as quickly as possible to

You have taken an inportant step in self-inprovenent.

the BEST
Be sure to select your answer from

prohibited from

Keep up the good work.

derive maxi num benefit from the course. As
a mnimum you nust submit at |east one
assignnent per nonth. This is a requirenent
establ i shed by the Chief of Naval Education
and Traini ng. Failure to nmeet this
requirement could result in disenroll nent
from the course.

TYPES OF ANSWER SHEETS: If you are a U S.
Navy enlisted nenmber on active duty or a
drilling U S. Naval Reserve enlisted nenber,
you shoul d use the answer sheet attached at
the end of this course and follow the
instructions in section A bel ow [f you are
an enlisted U S. Naval Reserve menber who is
not attached to a drilling unit or if you
are an officer, a civilian, or a nmenber of
the U S. Arny, Air Force, Mrine Corps, or
Coast Quard, you should use the Automatic
Data Processing (ADP) answer sheets included
in the course package and follow the
instructions in section B.

A Manual | v _Scored Answer Sheets

If you are a U.S. Navy enlisted nenber
on active duty or attached to a U S. Naval
Reserve drilling unit, your course wll be
admi ni stered by your |ocal command. You
must use the answer sheet designed for
manual scoring, NETPMSA form 1430/5, Stock
Ordering Number 0502-LP-216-0100. You may
get a supply of the forns from your
Educati onal Services O ficer (ESO, or you
may reproduce the one in the back of this
course bookl et. DO NOI USE TH S FORM FOR
COURSES ADM NI STERED BY NETPMSA.

Recording Information on the
Manually Scored Answer Sheets: As YQU
conpl ete each assi gnment, submi t t he
conpl eted answer sheet to your ESO for

gr adi ng. You may submit nore than one
answer sheet at a tine. Renmenber, you nust
subnit at |east one assignnent each nonth.

Grading: Your ESO will grade each
answer sheet and notify you of any incorrect
answer s. The passing score for each
assignnent is 3.2. If you receive |less than
3.2 on any assignnent, the ESOw Il list the
guestions you answered incorrectly and give
you an answer sheet marked “RESUBM T.” You
must redo the assignnent and conplete the



RESUBM T answer sheet. The maxi nmum score you
can receive for a resubmtted assignment is
3.2.

Course Conpl eti on: After you have
submitted all the answer sheets and have
earned at least 3.2 on each assignnent, your
command should give you credit for this
course by making the appropriate entry in
your service record.

St udent Questions : If you have
qguestions concerning the adninistration of
this course, consult your ESO

B. ADP_Answer__Sheet s

If YOU are an enlisted US. Naval
Reserve nmenber who is not attached to a
drilling reserve unit or if you are an
officer, a civilian, or a nmenber of the U S
Army ,  Air Force, Marine  Corps, or Coast
Quard, use the ADP answer sheets provided in

your course package. yau should use one
bl ank original ADP answer sheet for each
assignment . Use only the original ADP answer

sheet provided in your course package;
NETPMSA will not accept reproductions.

Recording Information on the ADP
Answer Sheets Follow the “ MARKI NG
| NSTRUCTI ONS” on each answer sheet. Be sure
that blocks 1, 2, and 3 are filled in
correctly. This information is necessary for
your course to be properly processed and for
you to receive credit for your work.

As you work the course, be sure to mark
your answers in the course booklet because
your answer sheets will not be returned to
you . VWWen you have conpleted an assignnent,
transfer your answer from the course bookl et
to the answer sheet.

Mailing the Conpleted ADP Answer
Sheet s: Upon conpleting an assignment, mail
the conpleted answer sheet to:

COMVANDI NG COFFI CER
NETPMSA CODE 036

6490 SAUFLEY FIELD RD
PENSACOLA FL 32559-5000

Use envelopes to mail your answer sheets.
You nust provide your own envelopes or
request them from your ESO You may encl ose
nore than one answer sheet in a single
envel ope. Remenber, regardl ess of how nany
answer sheets you submit at a time, NETPMSA
should receive at |east one assignnent a
mont h.

NOTE : DO NOT USE THE COURSE COMMENTS
PAGE AS AN ENVELOPE FOR RETURNI NG ANSWER
SHEETS OR OTHER COURSE MATERI ALS.

G adi ng: NETPMSA will grade the
answer sheets and notify you by letter
concerning your grade for each assignnent,

your incorrect answers, and your final

gr ade. The passing score for each
assignnent is 3.2. If you receive less than
3.2 on any assignnent, you nust rework the
assi gnment . NETPMSA wi | | encl ose a new ADP

answer sheet in the letter notifying you of
the questions you answered incorrectly.
You wll be required to redo the assignnent
and resubnit the new answer sheet. The
mexi mum score you can receive for a
resubmitted assignnent is 3.2.

Course  Conpl etion: When you
conplete the last assignment, fill out the
“Course Conpletion” formin the back of the
course and enclose it with your |ast answer

sheet. NETPMSA will issue you a letter
certifying that you satisfactorily conpleted
the course. You should nake sure that

credit for the course is recorded in your
service record. YOU MAY RETAIN THE TEXT.

NOTE :  YOUR OFFI Cl AL COURSE COWPLETI ON
DATE WLL BE THE DATE YOUR LAST ASSI GNVENT
| S PROCESSED THROUGH THE NETPMSA ADP SYSTEM
-NOrT THE DATE You DEPOSIT THE LAST
ASSI GNVENT | N THE MAI L. This is especially
important if you are taking the course for

Naval Reserve retirenment credit. You nust
mai | your answer sheets at |east 60 days
before your anniversary date. This will

provide you with enough tinme for delays in
the mail or reworking failed assignnents.
DO NOT MAIL YOUR ASSI GNMENTS TO THE NAVAL
RESERVE PERSONNEL COWVMAND ( NRPC) .

Student Questions: Refer questions
concerning this course to NETPMSA by

mail (use the address on page ii) or by
tel ephone:  DSN 922-1366 or commercial (904)

452-1366.

NAVAL RESERVE RETI REMENT CREDI T

If you are a menber of the Naval
Reserve, you wll receive retirenent points
if you are authorized to receive them under
current directives governing retirement of
Naval Reserve personnel. For the purpose of
Naval Reserve retirenent, this edition of
the course is evaluated at 11 points. These
points will be credited to you upon your
satisfactory conpl etion of the entire
cour se.

NOTE :  YOUR OFFI Cl AL COURSE COWPLETI ON
DATE WLL BE THE DATE YOUR LAST ASSI GNVENT
| S PROCESSED THROUGH THE NETPMSA ADP SYSTEM
-NOT THE DATE You DEPOSIT THE LAST
ASSI GNVENT IN THE MAIL. Refer to the Course
Conpl eti on paragraph under section B. ADP
Answer Sheets.

COURSE OBJECTI VES

After studying the course materials,

the student will be able to correctly answer
qguesti ons based upon the follow ng subject
matter areas: the Career Recruiting Force;



t rai ni ng; recruiting personnel nanagenent;
Navy recruiting station operations and
adm ni stration; marketing; recruiting; public
affairs; recruiting nmanagenent and anal ysis
syst ens; and visits, i nspecti ons, and

meet i ngs.



Naval courses may include several types of questions—multiple-choice, true-false, matching, etc. The questions
are not grouped by type but by subject matter. They are presented in the same general sequence as the textbook
material upon which they are based. This presentation is designed to preserve continuity of thought, permitting
step-by-step development of ideas. Not all courses use all of the types of questions available. The student can readily
identify the type of each question, and the action required, by inspection of the samples given below.

MULTIPLE-CHOICE QUESTIONS

Each question contains several alternatives, one of which provides the best answer to the question. Select the
best alternative, and blacken the appropriate box on the answer sheet.

SAMPLE

s-1. Who was the first person appointed Indicate in this way on the answer sheet:
Secretary of Defense under the
National Security Act of 1947?

1. George Marshall ,{,

2 3 4

F
2. James Forrestal
3. Chester Nimitz s-1 EJ - D [:] - - _
4. William Halsey

TRUE-FALSE QUESTIONS

Mark each statement true or false as indicated below. If any part of the statement is false the statement is to
be considered false. Make the decision, and blacken the appropriate box on the answer sheet.

SAMPLE

s-2. All naval officers are authorized to Indicate in this way on the answer sheet:
correspond officially with any systems
command of the Department of the
Navy without their respective com-
manding officer's endorsement.

1 2 3 4
T F
1. True s-2 D - D E] —_—— -

2. False

MATCHING QUESTIONS

Each set of questions consists of two columns, each listing words, phrases or sentences. The task is to select
the item in column B which is the best match for the item in column A that is being considered. Items in column
B maybe used once, more than once, or not at all. Specific instructions are given with each set of questions. Select
the numbers identifying the answers and blacken the appropriate boxes on the answer sheet.

SAMPLE

In questions s-3 through s-6, match the name of the shipboard officer in column A by selecting from column
B the name of the department in which the officer functions. Some responses maybe used once, more than once,
or not at all.

A. OFFICER B. DEPARTMENT Indicate in this way on the answer sheet:

s-3. Damage Control Assistant 1. Operations Department

s-4. CIC Officer 2. Engineering Department

¢
w

BN~

s-5. Disbursing Officer 3. Supply Department

il
(VA

s-6. Communications Officer

NNy LE
ORog -
oyt -

|
]
1




Text book Assi gnnent :

ASSI GNVENT 1

through 3-24.

Chapter 1, pages 1-1 through 1-17, chapter 2, pages 2-1 through 2-21, and chapter 3, pages 3-1

-1

-2

1-3.

1-4.

1-5.

The CRF is described as a cadre of exceptional
recruiting managers. Wich of the follow ng
statements best describes the purpose of this
cadre?

1 To provide technical expertise to newy
assigned recruiters

2 To provide consistency and |eadership to
the recruiting effort

3. To provide marketing insights to the
recruiting effort

4, To provide a constant pool of recruiting
vol unteers

The CRF community should make up what
specific percent of the recruiting strength?

10 percent
15 percent
20 percent
25 percent

S~ o PO

The CRF selection board meets at which of the
fol lowing times?

January and July of each year

February and Novenber of each year
March, July, and Novenber of each year
Jul'y and Decenber of each year

B~ o PO

As a CRF nenber, your tasks actually can be
narrowed down to which of the follow ng
responsibilities?

Marketing, sales, and management
Prospecting, sales, and processing
Supervision, accountability, and follow up
Leadership, training, and managing

B~ o PO

You have been assigned as zone supervisor (ZS)
and find one of your RINCs is very senior to
you. Vhich of the following actions should you
take?

L Establish your positional authority
doni nance inmmediately

2. Make it clear to the senior member that you
are in charge

3. Solicit the individual's input and expedite
his or her training

4, Defer to the senior individual's decisions
and desires

1-6.

-7

1-8.

1-9.

The CR has told you and the other ZSs to make
imediate inprovements to prospect card
docunentation. How should you pass this
concern on to your zone?

. Send a memo stating the CR's instructions

2 Notify RINCs that the CR will probably be
i nspecting prospect card docunentation
during station visits

3. Call all the RINCs and tell themthe CR
wants to see imediate inprovenent

4, As you make station visits, let the RINCs
know you want to see inprovement if it is
needed

Mtivational techniques include which of the
fol l owing methods?

Hamer, carrot, and internal
Hammer, PMA, and rewards
Carrot, external, and internal
Rewar ds, discipline, and power

S~ o PO

Vhen you take over a new zone, there is
normal Iy a heightened |evel of concern among
the RINCs and recruiters. You should take
which, if any, of the following steps to alleviate
the concern?

L Let them know you are a friend

2 Restabi | ize as quickly as possible

3. Increase their anxiety by promising
i nspections

4, None; don't restabilize too quickly

Knowi ng your peopl e consists of understanding
which of the following characteristics?

| Their strengths and weaknesses
2 Their goal's and aspirations

3. Their ideals and convictions

4 Al of the above



In answering questions 1-10 through 1-14, select
the zone behavior that corresponds to the stage of

team growth described in each question.

1-10.

1-11.

1-12.

1-13.

1-14.

1-15.

The zone menbers are constantly testing the ZS.
They squabbl e between thensel ves and
sonetimes challenge the ZS's authority.

For m ng
Storning
Nor i ng
Mour ni ng

S~ o PO e

The zone nenbers seem uncertain and full of
questions. They appear to be checking out the
ZS as wel|l as each other.

1 For m ng
2 Storning
3. Nor i ng
4, Perform ng

Production has started to decline and many zone
nembers express discontent with new methods.

1 For m ng
2 Storning
3. Nor i ng
4 Mour ni ng

The zone is operating efficiently as a team They
can take care of business with PMA

For m ng
Nor i ng
Perform ng
Mour ni ng

B~ o PO

Which of the following behaviors will best
enhance your zone's noral e?

. Gve liberal tinme off
2. Pay attention to the individuals who make
up the team
3. Look at the teamas a whol e
4, Use carrot motivational techniques

Wien planning where you are going to spend
training time, you should consider which of the
following factors as the most inportant?

The number of recruiters assigned
The market covered by each NRS
The RINC's requests for assistance
Your assessment of actual needs

N T \CRN

1-16.

1-17.

1-18.

1-19.

1-20.

1-21.

Wich of the following elements will mininize
interference in two-way comunication?

1, Feedback

2. Witten confirmation
3. Filters

4, Concentration

The training program for Navy Recruiting
Command field activities includes which of the
follow ng el ements?

1 The command training plan

2. Training records maintenance instructions
3. [ndoctrination training requirements

4, Al of the above

Required training topics should be delivered at
which of the following times?

1 In the month listed only

2. Before or during the nmonth listed only

3. During the month listed or 1 nonth before
or after only

4, During the month listed or 2 months before
or after

Topics listed with an asterisk in the command
training plan may be delivered by which of the
followng means?

1 PCD notes only

2 Formal training only

3. Formal or QJT only

4 Formal or informal training

Training records should include which of the
following docunents?

1 Navy recruiting personnel record

2 Training syllabuses and RQS card

3. [ndoctrination training record and
conpletion letter

4, Al of the above

Production recruiters should conmplete the NRS
indoctrination within what maximum period of
time after reporting to the NRD?

1 10 days
2 20 days
3. 30 days
4 90 days



1-22.

1-23.

1-24.

1-25.

1-26.

1-21.

Original indoctrination conpletion letters shoul d
be maintained in which of the follow ng
locations?

1 Individual's training record
2 Commend training file

3. NRS SSIC file

4 Personal service record

Under the RQS system CRF personnel nust
qualify at the next higher billet after qualifying in
their present billet.

1 True
2. Fal se

Al RQS modul es nmust be conpl eted in what
maxi num period of time?

1 60 days
2 180 days
3. 240 days
4, 365 days
O the following personnel, which may approve

an exception to RQS qualification time due to
emergency | eave?

EPO only
CO only
EPO and CO only
EPO, XO, and CO

B~ o MO

A CRF nenber reports to a new district. The
menber was RQS qualified as a RINC and had
started ZS qualifications. Wat RQS
requirements nust be met at the new NRD?

1 A full RQ RINC board nust be conducted
within 3 nonths of the reporting date

2 The RINC RQS nodul es nust be resigned
and an RQS board conducted with 4
mont hs

3. The nmenber remains RINC qualified and
nust conplete the ZS nodule by original
mexi mum qual i fication date

4, The nenber nust conpletely requalify as a
RINC within 6 nonths

The RQS tracking report should be subnitted at
which of the following times?

1 As changes occur
2 Mont hl'y

3. Quarterly

4,

Annual |y

1-28.

1-29.

1-30.

1-31.

1-32.

1-33.

Mst RQS training should be conducted by
which of the follow ng nethods?

Denonstration

Lecture

Formal training session
Gui ded discussion

B~ oo PO

Your signature as qualifier on the RQS sheet
represents your certification of which of the
following conditions?

1 The individual has received training in all
modul es

2 The individual is fully prepared for the
final qualification board

3. The individual has perfornmed each task
listed in the modul es

4, The individual has nmet the qualification
tine

O the followi ng types of questions, which is
most effective for an RQS board?

1 Concept ual

2. Leadi ng

3. Rote nenmory
4, Trick

Training needs should be confirmed by which of
the following nmeans?

DPR

Activity analysis
Personal  observation
The recruiter’s opinion

In the guided discussion teaching method, the
instructor should fill which of the follow ng
functions?

Medi at or
Facilitator
I'nstigator
Debat er

S~ oo PO

Select the basic conponents of a |earning
obj ective.

Behavior, condition, and standard
Condition, accuracy, and tinme

Time, standard, and nethod

Demonstration, performance, and eval uation

S o PO



1-34.

1-35.

1-36.

1-37.

1-38.

1-39.

1-40.

Steps you want the student to acconplish in 1-41.

order to meet the terninal objective are known as
which of the following objectives?

L Reacting
2 Intermediate
3. Enabl i ng
4, Resul t ant
1-42.
The conclusion of a lesson plan should include
which of the following el enents?
L Summary only
2 Summary and closure only
3. Summary, closure, and readiness
4, Summary, renotivation, and closure
VWhen delivering a lesson plan, you should use
which of the follow ng types of communication?
1-43.
L One- way
2 Two- way
3. Denonstration performnce
4, Active participation
ich of the following characteristics should
NOT be used in effective questions?
L Chal | engi ng
2 Limted to one idea
3. Containing more than one idea
4, Pur posef ul
1-44.
Develop a pattern when questioning students for
conprehension to make sure no one is left out.
L True
2. Fal se
In answering questions 1-39 through 1-41, match
the question given to the correct type. 1-45,
Wat is PMA? By the end of this lesson we'll
not only know the answer but have sone as well.
| Rhet ori cal
2 Over head
3. Direct
4 Reverse 1-46.

How would you evaluate a new itinerary,...

Dustin?

1 Over head
2. Direct

3. Rel ay

4, Reverse

That's an inportant question; can someone in the
class help him out?

1, Rhet ori cal
2. Direct

3. Rel ay

4, Reverse

ENRO is designed to fulfill which of the
following functions?

1 Fully prepare students to perform as
recruiters

2. Gve students polished sales skills

3. Provide students with basic orientation to
recruiting

4, Provide students with an in-depth
know edge of recruiting

O the following time periods, which should be
given as dedicated study time to candidates for
the March E-6 exam nation?

1 1 day per week for 6 weeks starting in
January

2 1 day per week for 10 weeks starting in
Decenber

3. 1 afternoon per week for 6 weeks starting
in January

4, 1 afternoon per week for 10 weeks starting
in Decenber

Individual annual awards are deternined by
which of the following processes?

1 Production analysis
2 Nomi nati on

3. Application

4, Election

Which of the following awards is earned for
excellence in ninority recruiting?

1 MEDSTAR

2. Tri dent

3. Heritage

4, Adniral’s Award

The REIP is an advancenent incentive program
for which of the follow ng achi evenents?

Meritorious achievenents only
Recruiting production only
Both 1 and 2 above
Recruiting support

D~ o rO



1-41.

1-48.

1-49.

1-50.

1-5L

1-52.

The nunber of neritorious advancements an
NRD is authorized under the REIP is based on
which of the following criteria?

Average enlisted manning
Actual on board Manning
Enlisted production only
Enlisted and officer production

S~ o Mo

Production advancements under the REIP are
based on which of the following criteria?

Average enlisted manning
Actual on board manning
Accessions and UMG attainments
Enlisted and officer production

B~ oo ro

For those personnel not eligible to participate in
the E-5 or E-6 advancenent exam what

maxi mum portion of TIR may be waived to be
eligible for a REIP advancenent?

1 1 nonth

2. 1 year

3. (ne third of total TIR
4, (ne half of total TIR

Candi dates must have served in their district for
what mni mum period of time to be considered
for a REIP advancenent ?

12 nont hs
15 nont hs
18 nont hs
24 nont hs

B~ oo ro

The sum of neritorious and production
advancenents under the REIP should not exceed
what percentage of the average enlisted fiscal
manni ng?

5 percent
7 percent
10 percent
12 percent

S~ 0o PO

A Gold Weath with an excellence scroll and one
gold star denotes which of the follow ng nunber
of awards?

1. 10
2. 12
3. 14
4. 16

1-53.

1-54.

1-55.

1-56.

1-57.

1-58.

Final authority to approve Gold Weath awards
rests with which of the following individual s?

O the following infractions, which would NOT
be disqualifying for Gold Weath award
pur poses?

. Nonj udi cial  puni shment
2. A civil court conviction for a nonninor
m sdeneanor
. A substantiated malpractice
4. A category V investigation

Recruiters should wite what mninum nunber of
contracts in a consecutive 3-month period to be
eligible for a Gold Weath?

PWONpR
o ©o oo

1

ZSs shoul d neet which of the following
objectives for 3 consecutive months to be eligible
for a Cold Weath?

New contract goals only

New contract and UMS goal s
New contract and program goals
New contract and Wk goal s

S~ 0O PO

Your EPO should be eligible for a Gold Weath
after meeting which of the follow ng objectives
for 3 consecutive nonths?

Accession goal s
New contract goals
DEP sl ope objective
Al of the above

~ o Mo e

A RINC of a two-person station may earn a Cold
Weath in what ninimm period of tim?

1 nonth
2 mont hs
3 nont hs
4 nont hs

S~ o MO



1-59.

1-60.

1-61.

1-62.

1-63.

1-64.

The Awards Program for Qutstanding Production
Recruiters provides recognition in which of the
following forns?

Meritorious advancenents
Certificate of commendations
Navy Achievenent Medal s
Navy Commendation Medal s

SDA pay levels are based on which of the
following criteria?

Pay grade

Time in service
Job tenure
Billet assignnent

B~ o RO

The sixth award of the Navy Recruiting Service
Ribbon is denoted by attaching which of the
following devices to the ribbon?

One 3/16-inch bronze star
Five 3/16-inch bronze stars
One 3/16-inch silver star
Five 3/16-inch silver stars

~ oo ro

Vhich of the following directives should you
consult to deternine the amount of sea duty
credit personnel at an NRD will earn?

Science and Art of Navy Recruiting Mnual
Navy Recruiting Manual-Enlisted
Enlisted Transfer Manual

NAVPERS Manual

R IC NN \C RN

Al'though we understand the inportance of
planning, we often neglect it for which of the
following reasons?

Planning is never urgent

V& are people of action

Both 1 and 2 above

Ve don't believe it will benefit us

S~ o PO

Coal's must be reasonable yet challenging.
Realistic goals should have what nininmm
chance of being attained?

25 percent
50 percent
75 percent
90 percent

I~ O PO

1-65.

1-66.

1-67.

1-68.

1-69.

1-70.

Stress is a(n) for successful

per f or mance.

L Deterrent

2. Necessary ingredi ent

3. Unnecessary ingredi ent
4. Psychol ogi cal barrier

Stress levels effect mental concentration. Too
little stress can cause which of the following
effects?

Mssing relevant cues

Becoming easily distracted
Becomi ng over whel med

Having increased concentration

Mst stressors fall into which of the follow ng
categories?

Distressors
Eustressors
Neutrals
Mechani snms

B~ o o

Vhich of the following synptoms may signal
n smanaged stress?

Loss of confidence

[ mpul si ve behavi or
Changes in sleeping habits
AT of the above

S~ oo PO

Select the best definition for cognitive
restructuring.

| Changing your beliefs
2 Changi ng your attitudes
3. Changi ng your thinking
4 Changing your lifestyle

Specific practices that constitute fraternization in
the recruiting environment are explained in which
of the following directives?

1 COWAVCRU TCOM NST  1300. 2
2. COWAVCRUI TCOM NST  5400. 1
3. COWAVCRUI TCOM NST 5370. 1
4 COWAVCRU TCOM NST 5720. 2



ASSI GNVENT 2

Text book Assignnment:

Chapter 3, pages 3-1 through 3-31 and chapter 4, pages 4-1 through 4-29.

@® COWWNAVCRUI TCOM cat egori zes each case of
recruiting or enlistment processing irregularity. In
answering questions 2-1 through 2-4, select the category for
the situation described as the question.

2-1. The nmost serious type of investigation, indicating
facts that would disqualify the applicant if known
at the tine of enlistnent.

1 Category |
2 Category 11
3, Category 111
4, Category IV
2-2. An incident involving an apparent ninor recruiting

or processing irregularity in an otherwise properly
docurented enlistnent.

1 Category |
2 Category 11
3, Category IV
4, Category V
2-3. Cases sent to the field for information purposes

only, involving mnor allegations and those in
which recruiting personnel are no |onger on active
duty.

L Category |

2 Category 111
3, Category 11
4, Category V

2-4. Cases forwarded to the U S. MEPCOM or ot her
agenci es outside the Navy for action or
information by those commanders.

L Category |
2 Category |11
3, Category 1V
4, Category V
2-5. Mal practice involves which of the following
actions?
L I mproper conduct willfully perpetrated
2 | mproper conduct without intent

3, Proper conduct unintentionally
m sdocunent ed
4, Proper conduct misconstrued

® When reviewing, investigating, or training to
enlistment irregularities, it is inportant to
understand the nomenclature used. In answering questions 2-
6 through 2-9, select the termdescribed by the definition
given as the question.

2-6. An enlistnent entered into under the color of the
law, but that is inperfect by reason of the
existence or non-existence of a fact or
circumstance that renders it not in conpliance with
law or regulation,

L Irregular enlistment
2 Erroneous enlistnent
3. Fraudul ent enli st nent
4, M sconduct
2-1. An enlistment procured through any deliberate

material nisrepresentation, omssion, or
conceal nent, which woul d have disqualified the
applicant if known at the tinme of enlistnent.

1 Irregular enlistnent
2. Erroneous enlistnent
3. Fraudul ent enli st ment
4, M sconduct
2-8. An enlistnent that included conduct that is in

violation of regulations that does not affect the
enlistnent qualifications of the applicant.

L Irregular enlistnent
2. Erroneous enli st ment
3, Fraudul ent enli st nent
4, M sconduct
2-9. An enlistment agreenment into which the

government woul d not have entered had the true
facts been known.

L Irregular enlistment
2 Erroneous enlistment
3, Fraudul ent enlistnent
4, M sconduct

2-10. Gui dance on the assignment and managenent of
CRF personnel can be found in which of the
fol lowing publications?

COVNAVCRUI TCOM NST 1130.8
COWMNAVCRUI TCOM NST 1133.6
COVNAVCRUI TCOM NST 1300.3
COMNAVCRUI TCOM NST 5370.1



2-11.

2-12.

2-13.

2-14,

2-15.

The CRF personnel status report details which of
the following informtion?

L Status of all CRF billets

2. Current RQS levels of personnel assigned
3. Both 1 and 2 above

4, CRF duty preferences

Al CRF E-7 personnel should conplete ZS RQS
qualifications within what maximm period of
time?

1 Wthin 6 nonths of assignment as a ZS

2 Wthin 6 nonths of graduation from the CRF
acadeny

3. Wthin 24 months of graduation from the
CRF acadeny

4, Wthin 24 nonths of CRF selection

A ZSEB shoul d consist of which of the follow ng
menber s?

1 Area commander, Area CMC, NRD CO and
the CR from nenber’s NRD

2 Area commander, Area CMC, NRD CO,
NRD EPO, and NRD CR

3, Area commander, Area CMC, CR from
another NRD, and an Area trainer

4, Area commander, NRD CMC, NRD CR, and
an Area trainer

The NRD CO may recommend reversion to prior
rating for those personnel serving in recruiting for
what maxi num period of time?

L 1 year

2 2 years
) 5 years
4, 6 years

Menbers with over 36 nonths in CRF may not be
recommended for termination from CRF and rating
reversion or conversion.

1 True
2. Fal se

2-16.

2-17.

2-18.

2-19.

2-20.

Individual s who have not denonstrated the
necessary qualities to succeed in recruiting should
be nominated for board review at which of the
following times?

1. As soon as identified
2. After conpletion of 3 nmonths recruiting duty

only

3. After completion of 6 months recruiting duty
only

4 After conpletion of 12 nonths recruiting
duty only

Before recommending a recruiter to an RSB, you
should ask yourself which of the follow ng
questions?

L Have | given the individual every possible
opportunity to succeed?

2. Has the individual been a burden to the
NRS?

3. Has the individual been a disciplinary
probl enf

4, Would the individual be happier off
recruiting duty?

Vhich of the following individuals should preside
as board president on an RSB?

NRD CO
NRD XO
NRD EPO
Area CMC

I~ o oro

Individual s made available for reassignment as a
result of an RSB should have SDAP terminated at
which of the following times?

L The date the availability message is sent

2. The date the RSB is conducted

3. The date the individual is taken off
production

4, Upon transfer only

No-fault transfers should e considered for which of
the following reasons?

Lack of integrity
M sconduct

[ ndebt edness
Donestic probl ens

B~ o o



2-21.

2-22.

2-23.

2-24.

2-25.

2-26.

2-21.

Personnel should have what minimum amount of
field recruiting experience to be considered for
assignment as a recruiter/classifier?

L 1 year
2 2 years
3. 6 nont hs
4. 18 nont hs

No- cost moves may be approved by which of the
following authorities?

NRD CO

Area commander
CNRC
CHNAVPERS

S~ o ro

Menbers transferring in the same proximty
should receive which of the following allowances?

I Travel and transportation only

2. Travel, transportation, and per diemonly

3. Travel, transportation, per diem and DLA
only

4, Al PCSentitlenents

Qut of proxinity entitlements should be linmited to
which of the follow ng amounts?

$1, 000
$2, 000
$3, 000
$4, 000

S~ oo o

Vhen eval uating a location for a full-time station,
you shoul d consider which of the fol |l owing
factors?

Access to mass transportation
Pedestrian traffic

Visibility and market proxinity
Al of the above

S~ oo O

Joint use of part-time office space with other
services is encouraged.

1 True
2. Fal se

Vi ch of the following agencies acts as the
executive agent to support production |evel
recruiting offices?

General Services Admnistration
Arny Corps of Engineers

Selective Service Adninistration
Governnment Accounting Office

2-28.

2-29.

2-30.

2-32.

2-33.

The facility information sheet is used to identify
station needs over which of the following periods
of time?

Current year only
Next year only
Next 2 years only
Next 3 years

S~ o PO e

O the following accommodations, which is NOT
required in all recruiting stations?

Hot and col d potable water

A chilled water drinking fountain
A wi ndow

A permanent exterior sign

Each recruiting station should have a display area,
reception and office area, storage room and
testing room

1 True
2. Fal se

Space standards for recruiting stations are
established in which of the following regul ations?

DOD Cccupancy CGui de

Logi stics Support Mnual
Supply Ashore Manual

Arny Corps of Engineers Manual

AT personnel should be thoroughly briefed on
CONRC and |ocal command requirenments for
vehicle operation during check-in. This briefing is
acknow edged by which of the following neans?

L Signing a page 13 entry

2 Signing the vehicle use notification letter

3. Initialing a training record entry

4. Initialing a government vehicle driver's
license

Section C of the Vehicle Use Log should be filled
in at which of the followng tinmes?

1. At the end of each month
2. Wekly

3. As purchases occur

4. Dai l y



2-34.

2-35.

2-36.

2-31.

2-38.

2-39.

The safety inspection in section D of the Vehicle
Use Log should be conpleted at what interval?

Before each use
Dai ly

ekl y

Mont hl'y

B~ o ro

Domicile-to-duty use of a government vehicle my
be authorized to any menber of the Recruiting
Command.

1 True
2. Fal se

Under which of the followi ng circumstances nay
donicile-to-duty be authorized?

L The ZS is going to conduct a station

i nspection
2 There is no secure parking at the assigned
NRS

3. The CRis going to give a speech at a
Chanber of Commerce neeting

4, A RNCis going to give training at another
NRS

The conmmanding of ficer may give which of the
fol lowing individuals authority to grant donicile-
to-duty use of a government vehicle?

CR and above only

ZS and above only

RINC and above only
Any production personnel

B~ o PO

Authorized use of domicile-to-duty nust be
reported to the approving official at which of the
following tines?

The next working day
Wthin 5 working days
Wthin 10 working days
At the end of each nonth

S~ oo PO

[f your zone has had no domicile-to-duty use for
the month, which, if any, of the following actions
shoul d you take?

L Forward a negative report

2 Call in anegative reply

3. Send a neno stating no domicile-to-duty use
was made

4, None of the above

2-40.

2-41,

2-42.

2-43.

2-44,

2-45,

The district’s vehicle allowance is based on which
of the following allotments for enlisted recruiters?

1 (ne vehicle per recruiter
2. .75 vehicle per recruiter
3. .50 vehicle per recruiter
4, .33 vehicle per recruiter

The vehicle coordinator will notify operators of
required schedul ed maintenance by which of the
following means?

L Forwarding a Mtor Vehicle Service
Aut hori zati on
2 Forwardi ng a mai ntenance nemorandum
. Calling the RINC responsible for the vehicle
4, Schedul ing the naintenance with an
authorized deal er

After notification of required preventive
mei nt enance, you should have the maintenance
conpl eted within what maximum period of time?

L 5 working days
2. 10 working days
3. 15 working days
4, 30 working days

Your government vehicle has a flat tire, requiring
tube repair, Wich of the following actions
shoul d you take?

1 Use the government credit card

2 (btain authorization from the vehicle
coor di nat or

3. Cbtain authorization from GSA

4, Have the repair bill forwarded to the NRD

O the following services, which is NOT
authorized for purchase with the government credit
card?

Gasohol

Fan belts

Wax

Wndshield wper arns

R JC I NCYN

Safety stand-downs should be conducted at which
of the following intervals?

1. Monthly

2. Quarterly

3. Semiannually
4. Annual ly



2-46.

2-41.

2-48.

2-49.

2-50.

A report of conpletion of safety stand-down
training should he submitted to which of the
following officials?

. @

2, EPO

3. Traffic safety coordinator
4, GSA fleet manager

(ne of your recruiters has heen determined to
have been at fault in a traffic accident while
operating a governnent vehicle. The recruiter
shoul d conplete which of the foll owing
requirements’?

L Conplete a new road check with the ZS

2 Conplete a driver’'s inprovement program
course

3 Complete a driver's safety test

4, Conplete a safety inspection checklist

Al drivers have the right and responsibility to
ground a vehicle that they determine to be unsafe.

1 True
2 Fal se

A vehicle incident report should be submitted in
which of the following circunstances?

L Your governnent vehicle is hit from behind
while you are stopped at a red |ight

2 You hit a parked car with the government
vehicle

3. You parked the government vehicle in a
designated space and find it has been
si deswi ped while unattended

4, You are involved in a two-vehicle accident
with another government vehicle

[f you are involved in a notor vehicle nishap, all
required forms, repair estimates, and pictures
should be submitted to the vehicle coordinator
within what maximm period of time?

10 cal endar days
10 working days
30 cal endar days
30 working days

S S RN

2-51,

2-52.

2-53.

2-54,

2-55,

2-56.

1

A JAG Manual investigation is required in which
of the following situations?

L The nishap resulted in a conbined total of
$1,000 or more for all vehicles involved

2. The federal operator is issued a traffic
citation

3. The CO decides an investigation i s needed

4, Al of the above

O the following information, which is/are required
on window cards and posters?

NRS t el ephone nunber
Navy toll-free nunber
NRS address

Al of the above

=~ oo o .

In arranging for new locations for window card
advertising, which of the following criteria should
you consi der?

Suitability

Amount of traffic
Pernission and cooperation
Al of the above

S~ o ro

Applicant chairs should be placed in which of the
following Iocations?

1 Across the desk fromthe recruiter

2 Beside the recruiter's desk

3, Cose to the RINC's desk

4 Close to a supply of reading material

O the following itens, which should NOT be
displayed for prospect viewing?

DEP status hoard

DEP picture board

Navy Ti nes

Navy Recruiter mgazine

O T RN

Budget worksheets are normally subnitted in
which of the followng quarters?

1 First

2 Second
3. Third
4, Fourth



2-51.

2-58.

2-59.

2-60.

2-61.

2-62.

Budget requests become the annual spending plan 2-63.

by quarter after approval by which of the
fol lowing authorities?

L. The NRD LSO
2. The NRD CO
3. The Area supply/fiscal officer
4, The Area commander
2-64.

Requests fromindividual s desiring access to their
records should be acted on within what maximm
period of time?
L 5 working days
2 10 working days
3. 48 hours
4, 72 hours
A Privacy Act statement should be given before
recording personal information in which of the 2- 65.
following situations?
L Tel ephone bl ueprinting

Face-to-face interviews
3. Appl i cant processing
4, Al of the above
Conpl eted EST answer sheets should be retained
for what specific period of time? 2-66.
L 1 nonth
2. 2 nont hs
3. 3 nont hs
4, 4 nont hs
ESTs found to be unfit for further use should be
di sposed of by which of the follow ng nmethods? 2-67.
1. Burning only
2. Shredding only
3. Burning or shredding
4. Normal waste disposal
Wien a test administrator takes the NFQT on an
overnight trip, which of the follow ng security 2-68.

requirenents should be met?

L

Station personnel should accept the NFQT in
a locked container and store the container in
a safe or locked file cabinet

Station personnel should log the NFQT serial
nunbers and place it in a safe or locked file
cabi net

The test admnistrator should seal the NFQT
in an envel ope and personally lock it in the

NRS safe

The test administrator should keep the NFQT
in his or her possession at all times

12

Lock conbinations should be changed at which of
the following tines?

Departure of a recruiter assigned to the NRS
Arrival of a recruiter at the NRS

Departure of the NRD security officer
Arrival of a new NRD security of ficer

S~ o oro .

Security Container Information, Standard Form
700, is used to report combination changes and
record those personnel with access to the
conbination. Select the correct disposition for
Part 1 of this form

Submit it to the security officer

File it inthe NRS SSICfile

Place it on the inside of the container
Place it on the outside of the container

S~ oo oro .

Plant property includes equipnent having an
estimated or actual cost of what mininumdollar
anount ?

L $500
2. $1,000
3 $2,500
4 $5,000

Mnor property includes which of the follow ng
itens?

L. Furniture costing $1,200
2 Equi pment  costing $700
3. Pilferable equipnent

4 Al of the above

Station files should be maintained in accordance
with which of the following directives?

| COWNAVCRU TCOM NST 5215.1
2 COWNAVCRUI TCOM NOTE 5216
3 SECNAVI NST 5210. 11

4 SECNAVI NST 5215. 4

Correspondence relating to awards should be filed
under which of the follow ng SSIC nunbers?

1100
1300
1400
1600

S~ o ro



2-69.

2-70.

2-71,

2-72.

Routine files should be maintained for what
specific period of tim?

L 1 calendar year
2 1 fiscal year
3. 2 calendar years
4, 2 fiscal years

Select the correct format for a subject line of a
standard Naval letter.

DEP FAM LY NI GHT, scheduling of
DEP Fanmily Night, scheduling of
DEP Fanily Night

DEP FAM LY N GHT

S~ oo o

Of the following conplimentary closes, which
shoul d be used on a business letter?

Yours truly
Sincerely
Respectful l'y

Very respectful ly

~ o ro

Notices should contain a cancellation date in the
upper right-hand corner. They should remain in
effect for what maxinmum period of tine?

L 1 year

2 2 years
3. 3 years
4, 4 years

13

2-73.

2-74,

2-75.

If your OPE exceeds $75 for the nonth, which of
the following actions should you take?

L

2.

3.

4,

Subnit a claimfor the entire amount and
attach an explanation

Submit a claimfor the amount you have
receipts for only

Submit a claimfor $75 this month and carry
the remainder over to next nmonth's claim
Subnit a claimfor $75 only

Of the following purchases, which should be
reimbursed as an OPE?

S~ oo O

Repl acement keys to the NRS
Map of the NRS territory
Parking fees to attend training
Duplicate alien registration card

O the following referral recognition awards,
which may be awarded to a non-DEP i ndi vi dual
for enlistment referrals?

Hp pack
Sweat shirt
Lapel pin
NUPCC j acket



ASSI GNVENT 3

Text book Assi gnnent : Chapter 5, pages 5-1 through 5-31.
31 The basic goal of marketing in Navy recruiting is 37 The purpose of the STEAM is to ensure which of
to acconplish which of the following actions? the following conditions are met?
L Find out where our market is and develop a L Each NRS has an equal share of the market
plan to reach it 2. Each NRS has a fair share of the market
2 Contact as many people as possible 3. Goal s are based on market share
3. Equalize recruiting efforts in all areas 4, Both 2 and 3 above
4, Devel op a systemto ensure |evel |oaded
goaling 3-8. Vhich of the following reports provides an
accurate gauge of your recruiting success
@ In answering questions 2 through 6, select the conpared to the other services?
appropriate market segnent termfor the market
given as the question. 1. Daily production report
2 Al service accession data report
32 Qur total market. 3. ZIP code market analysis report
4, Station level market share report
L Primary target market
2 Mlitary available 3-9. RAF is computed using which of the fol |l owing
3. A cell popul ations?
4, Non-prior service
L Mile 17- to 21-year olds
3-3. Upper nental group high school diploma 2 Mile 22- to 29 year olds
graduat es. 3. Mal e high school seniors
4, Al of the above
L A cell
2 B cell 3-10. What nini mum percent of MiSS shoul d test
3 Primary target market before you can use the ASVAB results to evaluate
4, Secondary target market a school's quality?
34, Upper nental group non-high school diplom 1 10 percent
graduat es. 2 20 percent
3, 30 percent
L Acell 4 50 percent
2 B cell
3 C cell 3-11. [f you feel your STEAM data is incorrect, which
4, D cell of the follow ng actions should you take?
35, 22- to 29-year ol d males. 1. Subnit revised nunbers to the EDSPEC
2 Obtain documentation to support your claim
1 A cell 3, Request a re- STEAM
2 B cell 4, Subnit a nemorandum stating your claimto
3. Primry target market the EPO
4, Secondary target market
3-6. 17- to 21-year ol d males.
L A cell
2 B cell
3, Primary target market
4, Secondary target market

14



3-12.

3-13.

3-14.

3-15,

3-16.

3-17.

Propensity to enlist refers to which of the 3-18.

foll owing concepts?

L The inclination of people in an area to enlist
inthe nlitary

2 The percentage of people in an area that
meet enlistment criteria

3, The historical recruiting success an area has

produced 3-19.

4, The effort expended by recruiters to produce
enlistments

Wien making territory distribution among
recruiters, which of the following criteria should
you consi der?

—

Market quality

Type of territory
, Al of the above

B~ oo ro

If you determine station boundaries need to he
changed, which of the following actions should
you take?

1 Make the change and send a copy of the new 3-21.

ZIP code assignnents to the LTC
2 Make the change and subnit a revised |isting
to NOC
3, Request the change be approved by the EPO
4, Request the change be approved by the CO

Responsibility for ensuring each NRS receives a
fair share of the nilitary available rests with which

of the following individual s? 3-22,
1 RI NC

2. ZS

3. CR

4, EPO

Utimte duty assignments for recruiters are made
by which of the follow ng individuals?

1. ZS 3-23.
2. @

i EPO

4. CO

RAF considers which of the following factors?

Nunbers only
Nurmbers and denographi cs
. Quantity and quality
4, Quantity and subjective considerations

w ™

15

Market segnent distribution 3-20.

The nost inportant factor considered for manning
assignments is

RAF

market quality
recruiter preference
past production

=0 PO

The station level market share report lists a market
share for each ZIP code. This share is based on a
percentage of which of the following totals?

Station
Zone
District
Area

B~ o PO

Select the formula for fair share goaling

L MKT WI' X MKT share + 1-MKT WI' X
RCTR share

2 MKT WI' X RCTR WI

. MKT share + RCTR share

4 TOT MKT X WI + TOT RCTR X WI

Wien conputing recruiter share, which of the
following personnel shoul d be counted?

L On production recruiters only

2 9585 personnel only

3. 9585 and 2186 personnel |ess off-production
RI NCs

4, Al recruiters including off-production RINCs

NRS 101 has 20 percent of the zone market and 4
of the 16 recruiters assigned to the zone. Wth a
zone goal of 40 and equal market and recruiter
wei ghts, conpute the goal for NRS 101.

BwN e
© oo N

1

o

After conputing fair share goals for stations in
your zone, you conpare PPRs. The highest PPR
requirenent is 3.4 and the lowest is 2.0. Vhich, if
any, of the followng actions should you take?

L Rai se goal s so that each NRS needs 3.4 to

achi eve goal

2 Readjust goals so that all NRSs will require
az2’i

3, Adjust weights and reconpute goals for all
stations

4, None



3-24.

3-25.

3-26.

3-21.

3-28.

3-29.

3-30.

Upper nental group, work force, and minority
goal should be assigned based on which of the
following criteria'?

Hi storical production
Known carryovers
Al service accessions
STEAM dat a

~ o ro

The SMART systemis designed to fulfill which of
the followng purposes?

I Ensure fair share goal distribution

2 Assi st in manning assignnent decisions

3. Identify where the quality market can be
found

4, Eval uate prospecting efforts

New contract overlays are retained for what
nini num period of time?

L 1 year
2 2 years
3. 3 years
4, 4 years

The purpose(s) of an itinerary is/are to acconplish
which of the following actions?

Increase awareness of Navy opportunities
Produce enlistnents
Both 1 and 2 above
Save recruiters tine

=~ o PO

The ZS should provide itinerary training to RINCs
by conducting check rides at what mininum
interval?

Mont hly

Quarterly
Sem annual |y

Annual 'y

o N

An itinerary requires a total of 6 hours to
conpl ete. Wat maxi num amount of tine shoul d
be spent driving?

1 hour

2 hours
3 hours
4 hours

Flexibility should be built into an itinerary.

1 True
2. Fal se
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3-3L.

3-32.

3-33.

3-34.

3-35.

3-36.

Time spent in an area should be in direct
proportion to which of the following factors?

Size of the territory

Percentage of nilitary available
Nunber of MHSSs

Econonic conditions

Vhich of the following locations is an exanple of
an activity center?

L Radi o station

2. Pizza restaurant
3. Newspaper office
4, Post office

Vhich of the following locations is an exanple of
a lead generation center?

H gh school
Pizza restaurant
Television station
Video arcade

~ o ro

If arecruiter is not getting referrals froma point
of contact at an itinerary target market center,
which of the following actions should you first
take?

Change the point of contact

Change the target market center

Train the recruiter on referral techniques
Train the recruiter on PDCing techniques

B~ o PO

RINCs should run itineraries at which of the
fol lowing times?

1. Before a new recruiter decides whether to
keep an existing itinerary or develop his or
her own

2 Each time a new itinerary is devel oped

. When itineraries are not proving productive

4, Al of the above

O the following steps, which is nost inportant in
itinerary preparation?

1. Setting goals to attain on the itinerary

2. Reviewing new RAD material

3. Contacting DEP nembers in the area of the
itinerary

4, Looking for additional contacts that may be
made on the itinerary



3-37.

3-38.

3-39.

3-40.

3-41,

3-42.

3-43.

School fol ders should be maintained on which of 3-44.

the following educational facilities?

L H gh school s

2 Vocational /technical school s

3. Junior coll eges

4, Al of the above

The RINC approves a recruiter’s school canvassing 3-45.

plan by which of the following activities?

L Initialing the school folder at the beginning
of each nmonth
2 Initialing the school folder after each visit
. Making a training record entry
4. Including the recruiter’s input in the station
plan 3-46.

ZSs should review and initial school folders at
which of the following times?

L During each visit
2. During the first visit each month
3. During the first visit each quarter
4. During the first visit following the schedul ed
school visit
School year goals for will-grads should be based 3-41.

on which of the following criteria?

L Fair share only

2 Past production only

3. Quality only

4, Fair share and subjective factors

The DEP status board should be displayed in view

of prospects and DEP personnel. 3-48.
L True
2 Fal se

Mintaining the DEP status board is the
responsibility of which of the following personnel ?

| DEP coor di nat or

2 RINC

3. IS 3-49.
4 Recruiter designated in witing

The DEP status board provides which of the
fol l owing information?

Arolling 12-month picture of the DEP pool
DEP referral success

Accession dates

Al of the above

B~ o Mo
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If lists are available, you should fill out a prospect
card for which of the follow ng students?

Seniors only

Seniors and juniors only

Seniors, juniors, and sophomores only
Seniors, juniors, sophomores, and freshman

S~ oo O

Cards we retained in the work force file for what
specific period of time?

L 1 year from graduation
2. 2 years from graduation
3. 3 years from graduation
4, 4 years fromgraduation

The college file includes cards on which of the
fol lowing individual s?

1L Al 2- and 4-year college students

2 First and second year students attending 4-
year colleges only

3. First year students attending 2- or 4-year
col I eges only

4, First and second year students attending 2- or
4-year col | eges

The inactive file contains cards on which of the
fol lowing individuals?

I Disqualified and rejected individuals

2. Prior service prospects

3. Individuals the RINC has deemed not
requiring further contact

4. Al of the above

Vhich of the following methods should be used to
desi gnate a card for the inactive file?

1. Wite INACTIVE across the front of the card

2 Draw a diagonal red line across the front of
the card

3. Note the reason for disqualification or
rejection on the back of the card

4, Both 2 and 3 ahove

Cards are retained in the inactive file for what
specific length of time?

1 1 year

2 2 years
3. 3 years
4 4 years



3-50.

3-51.

3-52.

3-53.

3-54,

3-55,

Prior service cards should be retained for what
specific period of time?

L 1 year after release from active duty or
di schar ge

2. 2 years after release from active duty or
di schar ge

. 2 years after RTC graduation

4, 3 years after RTC graduation

The working tickler should be arranged by which
of the follow ng nethods?

L 12 months of the year with the first nonth
divided by 31 working days

2. 12 months of the year with the first 3 nonths
divided by working days

3. 12 months of the year with the first week
divided by working days

4, 12 months only

O the following tools, which enables the RINC to
ensure recruiters have the resources to conplete
planned prospecting and neet the station's goals?

L Station planner

2, PATE sheet

3. Vorking tickler
4 SMART system

The RINC shoul d | oad the working tickler at
which of the following times?

L The first day of each week

2 The first day of each nonth

3. The last working day of each week for the
following week

4. The last working day of each nonth for the
following nonth

O the following considerations, which shoul d
come first when loading working ticklers?

I Recruiter personality
2 Past productivity

3. NRS goal s

4. Carryovers

Mre work force cards are usually required than
will-grad cards to net the same nunmber of
i nterviews.

1 True
2 Fal se
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3-56.

3-57.

3-58.

3-59.

3-60.

3-61.

The nunber of prospect cards |oaded into a
recruiter’s working tickler should coincide with
which of the following factors?

Station contact ratios

Station goals

The recruiter’s plan for the day
The recruiter’s goal for the month

S~ oo PO .

Prospect cards for individuals who have Q\E d
should be maintained in the working tickler for
what specific period of time?

1 nonth

5 nont hs
6 nont hs
12 nont hs

Local leads cards should be maintained in the
working tickler for what specific period of time
unl ess contracted or determned unworkabl e?

L 1 nmonth
2 2 nmonths
3 3 nonths
4, 4 months
Mai ntenance of the prospect card systemis the

responsibility of which of the following
i ndi vi dual s?

1. Each recruiter
2 RI NC

3. 5

4

All of the above

At what mininuminterval should the prospect
card system be purged?

Dai l y
Veekl y
Mont hly
Annual |y

B~ o ro

To estimate the number of cards in the prospect
card system 1 inch of cards should equal what
specific nunber of cards?

1 50 cards
2 100 cards
3, 150 cards
4 200 cards



3-62.

3-63.

3-64.

3-65.

3-66.

Vhich of the following methods should you use to 3-67.

determne the nunber of work force cards a
station should have?

L Miltiply the nunber of high school seniors
by 2

2. Miltiply the nunber of high school seniors
by 4

3. Use the number of 22- to 29-year olds from
the STEAM data

4, Use the total of high school seniors, 2- and 3-68.

4-year college students

Vhat mi ni num percentage of market identification
should you strive for?

L 50 percent
2 60 percent
3. 75 percent
4. 80 percent 3-69.

The marketing operations plan is designed to
acconpl i sh which of the followi ng actions?

Stinulate thinking
[ nprove conmmuni cations
Unify efforts

The situation analysis portion of the marketing
operations plan includes which of the followng
i nfor mat i on?

Goal's for the coning year

Past production and activity analysis
Subj ective goaling considerations
PQA&Ms

~ oo o e

POA&Ms nust be written for what mnimum
nunber of prograns?

10

1

2.5
3.3
4. 4
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Al of the above 3-70.

Every district's generic objectives—to inprove
over last year and neet or exceed all

requi renent s—shoul d be included in which, if any,
portion of each POA&M?

1. The objective
2. Action itens
3. Qut of linits
4. None; they are understood

The executive summary of the marketing
operations plan is witten at which of the
fol | owing stages in devel opnent ?

The begi nni ng

Directly before the POAGMs
Directly after the situation analysis
The end

N N CHN

The zone situation analysis includes an eval uation
of which of the following informtion?

Marketing data
Past productivity
Activity

Al of the above

Your resource projections in the situation analysis
include which of the following assets?

Production recruiters
Derogr aphi ¢ condi tions
Market popul ation

AT of the above



Text book Assi gnment :

4-2.

4-3.

4-4

4-5.

4-6.

4-1.

ASSI GNVENT 4

Chapter 6, pages 6-1 through 6-30

Vhich of the following prospecting methods 4-1.
allows a recuiter to contact the most prospects in
the least amount of time?

Tel ephone
Referra
PDCi ng
Advertising

Random phone calls through stacks of prospect
cards normally produces which of the follow ng
results?

L Quality prospects 4-8.
2 Increased production

3. Frustration and failure

4, Dedication and persistence

Select the purpose of a phone contact

4.9,
L Sell the Navy
2. Sell programs
3 Sell yoursel
4, Sell military training
Identifying yourself as a Navy representative
shoul d be done at what point in your phone
prospecting?
4-10.
I After an appointnent is nade
2. After the courtesy statenent
3. Wien the caller asks
4, At the beginning
Vhat is the purpose of the courtesy statement?
I To renove one for phone rejection
2. To establish initial rapport with the prospect
3 Both 1 and 2 above
4, Create interest in the Navy 4-11

To decrease no-show rates, recruiters should make
appoi ntments in which of the following |ocations?

L NRS only

2. Applicant’s home only

3. Alocation centrally located for the
recruiter and the prospect

) A Tocation convenient for the prospect

20

If the prospect wants to make an appointment
several days away, which of the following actions
should a recruiter take?

1. Make the appointnent and send a brief
remnder note or postcard

2 Make the appointment and call the prospect
daily until the appointment date

3. Refuse to schedul e the appointnent nore
than 2 days in advance

4, Schedul e anot her appoi ntment for the sane
tine

Receiving objections to phone prospecting requests
for appointments is a failure on the recruiter’s part

1 True
2. Fal se

Vhich of the followi ng methods should be used to
evaluate a recruiter's phone technique?

Rol e playing

Activity analysis

Listening when they are phone prospecting
Asking sone of their prospects how they
thought the phone call's sounded

~ o o

Vhen a prospect declines an appointnent over the
tel ephone, which of the following techniques will
| eave the door open for future contacts?

1. Make the contact as brief as possible

2 Tell the prospect about Navy opportunities
over the telephone

3. Let the prospect know that people’s plans do
change

4, Ask for referrals

If a recruiter does not feel certain about an
appointment, which of the following steps should
be taken?

1 Schedul e another appointment in the area

2. Ask a DEP menber to talk to the prospect
before the appoi nt ment

. Send or tel ephone a reninder

4. Al of the above



4-12.

4-13.

4-14,.

4-15.

4-16.

4-11.

Vi ch of the following factors is most inportant
in referral prospecting?

L How you ask for referrals

2. Wo you ask for referrals

3. The nunber you require DEP menbers to
provi de

4, The amount of blueprinting that is known
prior to the contact

Who Do You Know sheets should be used in which
of the following ways?

L Have DEP members fill in as many as
possi bl e

2. Use a few of the descriptions at a time

3. Ask the DEP nmenber to answer all the
questions

Every interview should end with which of the
fol lowing actions?

Close

Set a followup appoi nt ment
Docunent bl ueprinting information
Ask for referrals

B~ o ro N

The recruiting assistance leave program allows
participants to receive what maximm nunber of
days of nonchargeabl e leave to help recruiters?

1. 4
2.5
310
4, 12
The HARP allows participants to return to their

hometown to help recruiters for what specific
period of tine?

L 5 days
2 10 days
3. 12 days
4, 30 days

Vhi ch of the following personnel should be
eligible for HARP participation?

L A 20-year-old FN whose |eave address is 45
mles from the nearest recruiting station

2. A 25-year-old BM2 whose |eave address is
35 niles fromthe nearest recruiting station

3. A 20-year-ol d ET3 whose |eave address is 20
mles from the nearest recruiting station

4. A 21 -year-old non-high school graduate who
attended school in a state different from the
| eave address
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4-18.

4-20.

4-21.

4-22.

4-23.

4-24.

The Navy recruiting district may authorize HARP
nenbers to operate governnent vehicles.

1 True
2. Fal se

The SEM NAR program is designed to fulfill
which of the follow ng purposes?

I Assist in minority recruiting and enhance the
Navy's inmage in minority communities

2. Provide a respite for minority menbers to
return to their honetowns

3. Provide public speakers to community groups

4, Conduct conferences for ninority educators

SEMNAR is performed in conjunction with which
of the following types of orders?

Leave

Tenporary additional duty
Permanent change of station
Special duty

~ o ro N

Vhen asking for referrals, which of the followng
techni ques shoul d you use?

1. Ask for nanmes of people who should join the
Navy

2. Paint a picture of the type of individual you
are looking for

3. Be vague about enlistment qualifications

4, Promise not to mention the source

To continue getting referrals froma CO, you
shoul d conplete which of the following actions?

Fol low up imediately
Provide feedback
Gve timely recognition
Al of the above

B~ o PO

Leads generated from local advertising are
processed through which of the following offices?

NRD LTC
NO C
NALTS
LEADS

B~ O PO

Lead feedback sheets should be returned to the
LTC within what nexi mum period of time?

1 5 working days
2 10 working days
3. 15 working days
4, 30 working days



4-25.

4-26.

®
question.

4-21.

4-28.

4-29.

4-30.

The Enlisted LTC Production Report provides
which of the following informtion?

I} Nunber of |eads sent for the week, month,
and year to date

2. Name and phone nunber of all |eads sent
during the previous week

3. PRO Navy referrals sent during the previous
mont h

4 Al ads, run dates, and cost for the nonth

NO C prescreens leads for recruiters including
which of the following blueprinting?

Nare, address, and phone nunber
Age, education, and interests
Age, education, and health

Conpl ete bl ueprinting

B Npe

In answering questions 4-27 through 4-30, select
the answer nost accurately defined in each

A management tool designed to measure and
inprove nationally produced |eads.

1. NO C

2. NALTS
3. LEADS
4, NET

A conputerized lead fulfillment system that
answers prospect inquiries.

L Na C

2. NALTS
3. LEADS
4 NET

Listing of all eligible leads sent to NRSs for the
week and a listing of overdue, delinquent, and
force-closed | eads.

NO C weekly disptatch report
LTC production report
NALTS executive summary
NALTS ranking report

Managerment report showing the performnce of
each station, district, and Area in following up
national |eads.

NO C weekly dispatch report

LTC production report

NALTS executive summary

NALTS nonthly |eads status report

4-31.

4-32.

4-33.

4-34.

~ oo ro

If a recruiter is tind about PDCing, which of the
fol | owing nethods should you suggest to meke the
recruiter nore confortable?

Friend-finding
Team PDGi ng

Both 1 and 2 above
Forced PDCi ng

PDCi ng can best be described by which of the
fol lowing definitions?

1. A nethod of prospecting an individual with
whom the recruiter initiates conversation to
determine whether or not he or she is a
candidate for the Navy

2. A nethod of prospecting to be used during
itineraries

3. Anethod of prospecting that allows
recruiters to meet prospects face-to-face and
discuss Navy eligibility

4. A method of prospecting that requires the
use of the appointment power script

Vhich of the following categories is NOT
included in BEERS?

1. Gtizenship
2 Name

3. Dependency
4, Enpl oyment

Vhat is the maximum age for enlistnment?

1. 24
2. 30
3. 34
4. 3

® In answering questions 4-35 through 4-39, select
the graduate or nongraduate that is most accurately

defined in each question.

4-35.

Attended and conpleted a 12-year/grade day
program of classroom instruction and has a locally
i ssued diplom.

1 H gh school diploma graduate
2 H gh school graduate
3. Nonhigh school graduate



4-36.

4-31.

4-38.

4-39.

4-40.

Awarded a secondary school diploma for 4-42,

conpl eting an attendance-based adult education
program

L H gh school diploma graduate
2. H gh school graduate
3. Nonhigh school graduate

Awarded a state-issued diploma based on a
certificate of completion from high school .

L H gh school diploma graduate
2. H gh school graduate

3. Nonhi gh school graduate 4-43.

Awarded a hi gh school diploma froma hone
study school that is accredited by the Accrediting
Conmi ssion of the National Home Study Council.

1. Hgh school diploma graduate
2, H gh school graduate
3. Nonhigh school graduate

4-44,
Did not graduate from high school but conpleted
10 credit hours at a local comunity college.
1 H gh school diploma graduate
2. Hgh school graduate
3. Nonhigh school graduate 4-45,
Married applicants for enlistment in pay grades E-1
through E-3 should have no more than what
specific nunber of dependents to be eligible
without a waiver?
L One
2 Two 4-46.
3. Three
4, Four

Non-married applicants who have dependents, but
who do not have custody are considered eligible
for enlistnent provided which of the follow ng
conditions exist?

L. They do not have more than one dependent
and are not contributing to the support of
nore than one individual

2. Definite legal custody of the dependent has
been awarded to a former spouse, parent, or
another adult by court order

3 Both 1 and 2 above

4, They do not claim the individual as a
dependent
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The drug and al cohol waiver matrix divides drug
abuse into which of the following categories?

L Mrijuana, stimulants, depressants, and
narcotics

2 Marijuana and stimulants, depressants, and
narcotics

3. Acohol, mrijuana, stimlants and
depressants, narcotics, hallucinogenic, or
psychedel i ¢ drugs

4, Acohol, marijuana, hallucinogenic, and non-
hal | uci nogeni ¢ drugs

Final deternination of an applicant’s physical
qualifications for enlistment should be made at
which of the following times?

L When the recruiter conpletes blueprinting

2. Vhen the applicant conpletes the Medical
Pre-screening Form

. After the MEPS physi cal

4, After classification

Al Navy programs have the same physi cal
qualification requirements.

1 True
2. Fal se

Vhi ch of the followi ng concepts should be used in
wai ver consi derations?

1. Wole person

2. Potential for success
3, Current attitude

4, Det ermination

The single nost inportant aspect of a waiver
request is which of the following elenments?

The recruiter’s recomendation

The commanding of ficer’s recomendation
The background information

The applicant’s statenent

~ oo MO



4-41.

4-48.

4-49.

4-50.

4-52.

The law of psychol ogi cal reciprocity can best be
described by which of the following statements?

1. Al people have four basic wants and needs
inlife

2. A basic understanding of the psychol ogical
aspects of behavior is inportant to recruiting
success

3. If we give our prospects credit for their
intelligence, they are mentally and norally
bound to give us credit for ours

4, If we give our prospects credit for what they
already know about the Navy, we can
shorten the interview time

Which of the following wants are basic to all
peopl e?

I} Live and be healthy, love and be loved, feel
inportant, and a little variety

2 Live and love, feel rewarded, be chall enged,
and a little variety

3. Love and be loved, be needed, have food and
shel ter

4, Food, shelter, happiness, and security

Vhen a person’s survival and security needs are
met, which of the followi ng needs emerge?

1, Gowth

2 Ego

3, Soci al

4, Pr of essi onal

Each person has a different measure of his or her
own growth needs.

1 True
2. Fal se

Which of the following qualities nust the
professional Navy recruiter balance for success?

Assertiveness and care
Drive and enpat hy
Motivation and drive
PMA and confidence

Professional recruiters build their circle of success
from which of the following ingredients?

1 Product know edge, selling skills, and selling
attitude
2 Selling skills, PMA and DBMs
The sales script, enthusiasm and confidence
4. Drive, enpathy, and enthusiasm
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4-53.

4-54,

4-55.

4-56.

4-57.

4-58.

4-59.

A selling attitude includes the recruiter's attitude
about which of the following aspects?

Thensel ves
Qther peopl e
The job

Al of the above

~ o o

PMA is the result of which of the followng
characteristics?

1 Confidence and enthusiasm
2 Confidence and drive

3, Attitude and skills

4 Attitude and enthusiasm

VWhat two factors contribute to a recruiter’s
confi dence?

L Knowing Navy programs and benefits

2 Selling skills and attitudes

3. Knowing their product and believing their
product will benefit the applicant

4. Knowing how to use sales skills and
anal yzing successes and failures

Selling is a step-by-step mechanical procedure.

1 True
2. Fal se

Select the best definition for blueprinting.

I Fact-finding, before and during your
interview

2 Finding the applicant’s want, need, and DBM

3. Reviewing the applicant's enlistnent
eligibility

4. Asking open-ended questions during the
interview process

Select the best definition for DBM

1. The logical reason that will cause your
prospect to buy

2 The ful fillnent of career goals

3. The nunber one enotional inpulse that will
cause your prospect to buy

4, The logic behind the want and need

O the following goals, which could be considered
as a DBW

L A new car

2. Ajobin electronics
3. Financial security
4. Acollege degree



4-60.

4-61.

4-62.

4-63.

4-64.

4-65.

Vhat percentage of a buying decision is based on 4- 66.

a logical reason?

L 10 percent
2 15 percent
3. 20 percent
4, 25 percent

You ask a prospect what he wants in life. He tells
you he wants a secure future. Vhich of the

fol lowing conclusions should you make? 4-67.

L Accept that response as the prospect’s want
and go on to find his need

2 Tell himthat is not quite what you're |ooking
for

3. Ask what he feels would give hima secure
future

4, Forget about the want and build your
presentation solely on a secure future

4-68
Prospects sonetines respond with answers they
feel are expected instead of their true desires.
L True
2. Fal se
What is the purpose of the conversation step of the
sale?
4-69

I To get the prospect liking the Navy
2 To get the prospect listening to and |iking

you
3. To alleviate any concerns the prospect may

have
4, To make the prospect want to hear nore
Your first goal in the conversation step should be
to acconplish which of the following actions?
L Set rapport
2. Conplete blueprinting 4-70.
3. Fill in the prospect card
4, Make the prospect curious
Vhi ch of the following steps is mssed by more
sales people than any other?
1. Conversation
2. Curiosity
3. Convi ction 4-71.
4, Desire

25

Vi ch of the fol lowing purposes is filled by a
verbal bridge?

L. To provide a smooth flow of conversation
from one step to another

2. To make a clear separation of the steps of
the sale

. To make the prospect hungry to hear nore

4, To help the recruiter to menorize the steps

Select the verbal bridge used to make the
transition from conversation to curiosity.

1. The reason | mention this, we have a way for
you. ..

2. Based on what you told me and provided
you qualify .,.

. Cbviously you have a reason...

4, Just supposing for a noment...

O the following verbal bridges, which should
NOT be used to transit from curiosity to
convi ction?

Based on what you told ne...
For exanple,..

You mentioned earlier...
Vhi ch means to you...

Which of the following statements represents the
best technique for building a benefits package?

1. Only tell the prospect enough to raise his or
her curiosity

2 Tell the prospect every benefit that you can
think of relating to his or her DBM

3. Gve enough information to prove your
supportive claim

4, Hold back on the best benefits in case you
need them |ater

Vhat is the purpose of using evidence in a sales
presentation?

To increase rapport

To add credibility to your words

To take the place of the unit of conviction
To make the recruiter sound nore

know edgeabl e

S o PO

Vhat are the four types of evidence?

RADs, testinonies, stories, and anal ogies
RADs, letters, pictures, and panphlets
Letters, pictures, and stories

Personal stories, testinonies, and letters

~ o ro



4-72.

4-73.

Recogni zing a prospect’s buying signals can 4-74,

shorten the sale by as much as what percent?

L 10 percent

2 25 percent

3. 50 percent

4, 75 percent

O the following signs, which should be 4-75,

consi dered a positive buying signal?

! Stroking the chin
2 Rubbi ng the nose
3. Crossing the arms
4 Pulling on an ear
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The secret to closing is knowing which of the
folowing techniques?

How to

Wen to

Why

Wi ch close to use

O T NCIN

The close lets a prospect know which of the
following events have taken place?

The recruiter is done

He or she has bought

Rapport has been interrupted
Obj ections have been overcone

Eo S FC I C RN



Text book Assi gnnent .

ASSI GNMENT 5

Chapter 6, pages 6-30 through 6-45 and chapter 7, pages 7-1 through 7-18.

5-1. To help the prospect through the nental turmoil of
a close, the recruiter should display which of the

fol | owing

2,

characteristics?

Alert and aggressive

Rel axed and assunptive
. Assertive and direct
4, Calm and carefree
¥l Al closes should ask for which of the following

deci sions or actions?

!
2.
3
4,

Direct action
I'mediate action
M nor decision
Maj or deci sion

@ In answering questions 3 through 6, select the type
of close you would be using in each of the

questi ons.
53. M folks take their physical and process on
Monday. | will pick you up at 5:00 in the
nor ni ng.
1. Mnor point
2. Al'ternate proposal
3. | npendi ng doom
4. Action
54, I"d like to give you this panphlet to take home
with you. I'Il write the time I'Il be picking you up
for the ASVAB in the front.
L Action
2. Mnor poi nt
3 G ft
4. Al'ternate proposal
5-5. Here's your first Navy assignment; just pass that

envel ope over there to me and we'll get started on
your paperwork.

Mnor poi nt
Action

Al'ternate proposal
| npendi ng doom
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5-6.

5T

5-8.

5-9.

5-10.

[t's now or never.

Action

Alternate proposal
i mpendi ng doom
Mnor poi nt

S oo PO e

Qur prospects say no for which of the followng
reasons?

They are trying to avoid making a decision
They are testing your conviction

They have real concerns

Al of the above

il e N

To stop the motion of the sale from being
sidetracked, which of the following objection
handl i ng techni ques shoul d you use?

L CQbviously you...

2 Just suppose for a moment . . .
3. Enpat hy

4, Treated question

O the followng techniques, which should you use
to relax the prospect?

Coviously you. ..
Just suppose for a moment . . .

Enmpat hy
Treated question

To verify, snoke out, or bury the objection you
should use which of the following techniques?

Coviously you. ..
Just suppose for a moment . . .

Enpat hy
Treated question

~ oo o e

Turning the objection into a question in the
prospect’s nind so you can answer it is the
purpose of which of the following techniques?

Bl ueprinting

Wi ghing close
Enmpat hy

Treated question

~ o PO



512

5-13.

5-14,

5-1.

5-17.

Wien a prospect responds with a no to your
treated question, which of the following steps
shoul d you take?

L O ose

2 Trial close

3. Ask what the question is

4, IRON out the objection you have treated

The desire step of the sale is designed to fulfill
which of the foll owing purposes?

L Let prospects see themselves in the Navy

2 Let prospects feel more confortable in
meking a decision

3. Renmind prospects of their problems and help
them see the advantages our proposal will
provi de

4, Remind prospects of the objections that have
been overcome with evidence

[f your proposal is correct, which of the follow ng
reasons may cause prospects not to buy?

1. They are not aware of their problens

2 They are not sufficiently disturbed by their
probl ens

. Both 1 and 2 above

4. They need nore information

Language that appeals to a prospect’s senses and

emotions is called | anguage.
1 sensual

2. ent i onal

3. concrete

4, clear cut

Which of the following sales techniques should be
used when procrastination becomes the doninant
block to our prospect’s decision making ability?

I Cose

2 Trial close

3. Viéi ghing cl ose

4, Alternate proposal

Vi ch of the following items should be Iisted |ast

on the “reasons for enlisting now side of the
wei ghi ng cl ose?

1, Vant
2 Need
3. Desire
4, DBM
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5-18.

5-19.

5-20.

5-21.

5-22.

5-23.

O the following problems, which is most often
responsible for making a recruiter unconfortable
with closing?

1 It is apparent that the sales presentation has
not succeeded
2 They are unfamiliar with the five types of
cl oses
3. They are not sure which type of close to use
4, They cannot appear calmand assunptive

Any conpromise of an EST should be reported
through the chain of command to which of the
following officials?

EPO
X0

TCO
(00]

Used EST answer sheets are maintained on file for
what specific period of tine?

1 1 nonth
2 2 mont hs
3, 3 mont hs
4, 4 nonths

The ASVAB is a battery of what specific nunber
of subtests?

1. 5
2. 10
3. 15
4. 20

The Interservice Recruitment Committee (IRC) is
made of which of the follow ng individuals?

MEPS per sonnel
Local recruiting COs
RDAC nenbers
Test administrators

B~ o PO .

Vhich of the following goals should we strive for
in ASVAB testing?

Test seniors only

Test juniors and seniors

Mandatory testing of grades 9 through 12
Test as many students as possible in grades
10 through 12

=~ o PO



5-24.

5-25.

5-26.

5-27.

5-28.

5-29.

5-30.

(nce recruiters obtain preferred and alternate dates

for high school ASVABs, the dates are
coordinated with which of the following officials?

Chief, Testing Mnagenment Section
Chi ef, MEPS Test Control
MEPCOM

NRD EDSPEC

To ensure test security, which of the followng
requirenents nust be met for the ASVAB?

| 1 proctor for every 25 students
2 1 proctor for every 40 students
3. 2 full time proctors
4 4 full time proctors

No recruiting activities are allowed during the
adninistration of the ASVAB.

1 True
2. Fal se

The counsel or summary of the ASVAB conpares
scores to which of the followng groups?

L Al students of the same grade

2 Students of the opposite sex in the same
grade

3 Both 1 and 2 above

4 Al students who took the ASVAB that year

School officials may give special instructions
concerning ASVAB results to cover which of the
following restrictions?

No recruiter contact fromthe ASVAB listing
No recruiter contact until the end of school
No tel ephone solicitations

AT of the above

Imrediate retests may be authorized for applicants
tested under adverse conditions by which of the
following officials?

NRD CO

MEPS |iaison petty officer
MEPS testing chief

MEPS commander

After one retest, applicants nust wait what
mi nimum period of time before testing again?

1. 1 calendar nonth
2 6 cal endar nonths
3, 3 cal endar rmonths
4, 4 cal endar nonths

5-31.

5-32.

5-33.

5-34.

5-35.

5-36.

ASVAB scores for ASVABs taken after 3 January
1989 are conputed using which of the following
equat i ons?

2(VE) + MK + AR
2(VE) + VK + AR

WK + P C+ AR+ MK
WK + PC + MK + |/2N0

S~ o PO

Vhat are the two types of supplemental testing the
Navy uses for program qualification?

NFQT and AEF
NFQT and DLAB
DLAB and PIP
DLAB and EST

= o ro

The NFQT is an 80 question exanination that
applicants have what maximm time to conplete?

1. 1 hour
2 2 hours
3, 30 minutes
4, 45 mnutes

Retests on the NFQT are authorized under which,
if any, of the following situations?

The applicant was within 5 points of passing
The applicant conpletes further education
The applicant was not feeling well

None of the above

= o ro .

The DLAB is given to all candidates for which of
the following programs?

LN

2. 1S

3. CTl
4. CTO

Recruiters conplete a prelininary physical
screening of all applicants by which of the
fol | owing methods?

. Conpleting a DD Form 2246
2. Conpleting the SF 88 and 93
3. Conducting a visual screening of the
appl i cant
4, Requesting all previous medical records



5-37.

5-38.

5-39.

5-40.

5-41.

5-42.

Cassifiers use which of the following systems to
obtain the desired program and shipping w ndow
for qualified applicants?

PAM  CONUS
PRI DE

PERSON
CLASSI FY

S~ 0o ro

Recruiters should brief all applicants on which of
the following subjects?

Conditions of Navy life

The Navy’'s drug policy

The Navy's health care benefits
Al of the above

Al rejected applicants shoul d be urged to visit
which of the following locations?

Their Congressman’s office

Their local state enployment office
The recruiting station

The NRD

= o ro

Vhen an applicant is rejected for enlistment
because of medically disqualifying conditions,
which of the following personnel is responsible for
notifying the individual?

The NRD CO

The MEPS commander
The MEPS physi ci an
The recruiter

R JCR RN

The responsibility for promoting positive public
relations rests with which of the foll owing
personnel ?

Recruiters

Recruiting managers
Recruiting support personnel
Al of the above

Navy public affairs is a three-part discipline
consisting of which of the following elements?

L Public information, private informtion, and
comunity relations

2 Public information, comunity relations, and
internal relations

3. Internal relations, external relations, and
information access
4 Internal relations, external communications,

and community invol venent

5-43,

5-44,

5-45.

5-46.

5-41.

5-48.
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AT successful public affairs programs must
possess which of the following qualities?

Assertive and regul ated
Assertive and restrictive
Aggressive and ethical
Aggressive and inpronptu

~ oo o .

O the following duties, which is NOT assigned to
the PAC?

L Sending out news releases for DEP personnel

2 Sending out news releases for newy
assigned recruiters

3. Promoting public service advertising

4, Coordinating high school yearbook
advertisenments

Al paid advertising must be done through the
NRD LTC. Recruiters can make contributions to
advertising efforts by which of the follow ng
means?

L Paying for small local ads themselves

2. Encouraging nedia to run PSAs

3. Contracting the advertising and having bills
sent to the NRD

4, Using OPE funds for |ocal ads

Select the four types of advertising prograns.

1. National, local, rural, and netro

2. National, local, PSA and collateral materials
3. Television, radio, newspaper, and billboards
4 Television, radio, print, and RADs

Vhat is the easiest nedia coverage to obtain?

L Newspaper

2, Radi o

3. Tel evi sion

4, Qutdoor advertising

Before submitting a recruit’s letter as a news
rel ease, you should conplete which of the
following actions'?

1. Obtain your ZS's approval

2 Ootain a verbal agreement from the recruit

3, (btain a news release authorization from the
recruit

4, (btain a news release authorization from the
recruit's parents



5-49,

5-50.

5-51.

5-52.

5-53,

COWNAVCRU TCOM provi des radi o spots to
stations nationwide at what specific interval?

L Mont hl'y

2. Quarterly
3 Semiannually
4, Annual |y

Before appearing on a radio or television talk
show, you shoul d obtain which of the follow ng
informtion?

The format and anticipated topics

A conplete script of what will be said
An outline of the host’s viewpoints

Al of the above

Booth or space rental for public affairs events
should be funded by which of the neans?

L Pay the charge and submit an OPE claim
after the event

2. Pay the charge and submit receipt to supply
for reinbursement after the event

3. Subnit an internal request document to
supply for approval before participating in
the event

4. Participate in the event and send the invoice

to supply

Vhen setting up a display, you should follow
which of the following guidelines?

I Keep it sinple

2 Try to display as many themes or exhibits as
possi bl e

3. Use pronotional items to the maxi num
extent possible

4, Leave small giveaway itens out within easy
reach

Under which of the following conditions my
admi ssion be charged for a Navy band
per f or mance?

1. Wen a portion of the profits will be donated
to Navy Relief

2. Vhen a portion of the profits go to an
educational organization

3. Wen all profits go to the United Fund

4. Vhen al | profits go to a single cause
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5-54,

5-55.

5-57.

5-58.

5-59.

The Navy parachute teamis known by which of
the foll owing nanes?

Leap Frogs
Flying Fish
Junpnast ers
Navy Seal s

FoE JC I NC RN

Free-flight balloon rides by the Navy Balloon
Team are authorized for which of the fol |l owing
i ndi vi dual s?

Prospective recruits

News nedia representatives
Navy recruiters

Al of the above

S~ oo oro

The Blue Angels has which of the follow ng
primary mssions?

Training

National security

Enhancing recruiting efforts
Entert ai ni ng

S~ o PO .

Givilian sponsors may support a Blue Angels
performnce by which, if any, of the following
means?

L Presenting a check to COVWNAVCRU TCOM
a mnimm of 30 days before the
per f or mance

2. Presenting a check to COVWNAVCRU TCOM
within 30 days after the performance

3. Presenting a check to the NRD on the day of
the performnce

Vhat is the nost inportant after-action
requirenent for any performance team
denonstration?

News rel eases

Fundi ng di shursenent
Fol | ow up

Report subnmi ssion

B~ o O

EQV participants must pay which of the following
expenses?

Their transportation and |odging
Their transportation and neals
Their lodging and neals

Their neals only

B~ oo o



5-60.

5-62.

5-63.

5-64.

5-65

5-66.

Recruiters should take the initiative to set up their
own public affairs events to generate Navy
awar eness.

1 True
2. Fal se

Sea Power presentations are primarily conducted
in which of the following formts?

Formal lecture

Slide presentation
Movie presentation
Panel discussions

S~ o ro

The Navy Adventure exhibit consists of which of
the following elements?

A van with conputerized graphics
Phot ographic and chrone frame panels
Navy rank structure and unit patches
A rotating display of Navy medals and
awar ds

S~ o ro e

Portabl e exhibits should be set up in which of the
following Iocations?

L Indoors only

2 Qutdoors only

3. Gound floors only unless the building has a
cargo elevator

4, Only in buildings which provide 24-hour
security guards

Exhibit promotion rel eases should be nade at
which of the following times?

Before the exhibit
During the dates of the exhibit
After the exhibit
Al of the above

S~ o PO

Col lateral material targeted to individuals
responding to the Navy's toll-free nunber has
which of the fol lowing classifications?

I Lead generation
2, Ful fill ment

3. Sal es closing

4, Transition

Avareness col lateral material targets which of the
fol l owi ng audi ences?

H gh school seniors
VWrk force

H gh school counsel ors
DEP per sonnel

~ o PO

5-67.

5-68.

5-69.

5-70.

5-71.

5-72.
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The How You Can Join the Navy panphlet is an
exanple of which type of collateral material?

Transition

Awar eness
Sales cl osing
Lead generation

~ oo oo

A RAD nunber of 211-3814 indicates the item
was produced in what fiscal year?

L 1991
2. 1992
3. 1993
4, 1994

A per recruiter nunber of 10EA/3X/12M) on a
RAD item indicates which of the follow ng
distribution schedul es?

I Every 10 recruiters will receive 3 items once

each year

2 Each recruiter will receive 10 itens 3 times a
year

3, Each recruiter will receive 10 items each
year

4, 10 items will be received for every 3
recruiters annually

Money for pronotional itens is based on which of
the fol | owing factors?

Market share

Number of recruiters
Goal attainnent
Area preference

EoNE IC N RN

Wy is it inportant to know your audience when
preparing for a speech?

L You want to prepare your speech to their
level

2. You want to prepare your speech above their
level so they will be inpressed

3. You want to tell themonly things that they
already know about

4. You want to tell them only things they want
to hear

Vhat are the three parts to a short speech?

Introduction, narrative, and ending
Introduction, presentation, and close
Attention, readiness, and notivation
Attention, readiness, and conclusion

=~ o o



5-73. Vhich of the following elenents should be 5-75. Always plan your entire speech in advance. Try
included in you speech’s conclusion? to memorize your introduction and close, but not
the body of your key point outline.

I Sunmmary
2. Remotivation L True
3. Call for questions 2. False
4. Al of the above
5-74, Training aids should your presentation.
L doni nat e
2. augnent
3. over shadow
4. gui de
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Text book Assi gnnent :

ASSI GNVENT 6

Chapter 8, pages 8-1 through 8- 15.

6- 1.

6-2.

6-3.

6-4.

6-5.

6- 6.

Using nunerical goals only to judge performance
may cause which of the followng results?

Long-term thinking

More focus

Blindness to customer concerns
More accurate accounting

B~ oo PO

Quality leadership enphasizes results by working
on which of the following areas of concern?

Met hods
Statistics
Recruiter's efforts
Administration

B~ o ro

The Enlisted Recruiting Personnel Management
System (ERPMS) is designed to fulfill which of
the fol | owing objectives?

L Provide a paperwork trail for accountability
2. Alowthe RINC to manage and control
avail abl e assets to achieve goal
3. Alowthe RINC to conpare recruiters’
per f or mances
4. Identify market trends

Input for the ERPMS is provided by which of the
following functions?

L RINC observations

2. Daily production reviews
3. ZSanalysis

4, STEAM

The station planner is prepared at which of the
following times?

1. Last working day of the week for the
following week

2. First working day of each week

3. First working day of the nonth

Planner preparation should be standardized
throughout the nation?

1 True
2. Fal se

6-7. Vhich of the following activities should be
entered on the station planner?

I Training
2 MEPS trips
3. [tineraries
4. Al of the above
6-8. Initial input for planning prospecting on the station
pl anner shoul d come from which of the fol | owing
i ndi vi dual s?
1. Recruiter
2 RINC
3. ZS
4. CR
6-9. Prospecting plans should be based on which of the

following criteria?

L

Vhat the recruiters feel they can acconplish

2. Vhat the recruiters have previously
acconpl i shed
3. What the RINC feels the recruiters can
acconpl i sh
4. District averages for past performance
6- 10. Station planners should be mintained for what

mi ni mum period of time?

1 1 year
2 2 years
3. 6 nonths
4 9 months
6-11. ZSs should review and initial the station planner at

which of the following tinmes?

B~ o PO
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Veekl y

Mont hly

During the first station visit each month
During each station visit



6-12.

6-13.

6-14.

6-15.

6- 16.

6-17.

The RINC should ensure that no-show

appoi ntments are recontacted for a new
appointment and the time period is used for which
of the following activities?

L Phone prospecting only

2 The same mode of prospecting used to set
the original appointnent only

. Any prospecting activity

4. Adninistrative duties

The RINC's applicant log should contain the
names of which of the following individual s?

. Those interviewed and tested only

2 Those interviewed and determined fully
eligible only

3. Those interviewed as the result of
prospecting activity only

4, Both prospected and non-prospected
interviews

The ZS applicant |og should contain the names of
which of the follow ng individual s?

L Both prospected and non-prospected
interviews

2. Applicants fromthe station logs who are
eligible and consenting to processing only

3 Al eligible applicants from the station log

4, ALl of the above

RINCs shoul d NOT provide input to the ZS
applicant Iogs by which of the follow ng means?

1. Tel ephone
2 In person
3. Tel ecopi er

Applicant logs can be used to evaluate which of
the following systens?

School canvassing
[tineraries

DEP | eader ship
Al of the above

=~ o PO

During applicant log review, you note that
applicant quality is not sufficient to meet station
goal . You should schedule training in which of
the following areas?

Prospecting

[tinerary devel opnent
Loadi ng working ticklers
Interview techniques

~ o ro
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6-18.

6-19.

6- 20.

6-21.

6-22.

6-23.

[f an applicant og shows that every interview
results in a contract, which of the following
conditions may exist?

1. Contracts may not be the result of
prospecting

2. Al interviews are not docunented

3. Both 1 and 2 ahove

4. The station personnel have perfect selling
skills

[f too much time is lost between the initial
interview and processing, applicants may be |ost.
Vhich of the following statements represents a
good processing rule to fol | ow?

L Applicants should be under contract within
48 hours of the initial interview

2. Applicants should be under contract within
72 hours of the initial interview

3. Applicants should be under contract within 1
week of the initial interview

4. Applicants should be under contract within 2
weeks of the initial interview

Vhich of the followi ng documents provides a
baseline of information for the RINC and ZS to
establish a prospecting plan?

L The applicant log
2, The PATE sheet
3. The station planner

PATE sheets use activity from what specific
period of time to develop averages required per
contract?

1 1 nonth
2 2 mont hs
3, 3 nont hs
4, 4 nont hs

Conpl eted PATE sheets are maintained in which
of the following locations?

The back of the current month's applicant |og
The back of the first week's station planner
The station SSIC file

The RINC's working tickler

S~ o PO

The RINC and ZS use the PATE sheet for which
of the following activities?

L Pl anni ng

2 Eval uation

3. Analysis

4, Al of the above



6-24.

6-25.

6-27.

6-28.

6-29.

6-30.

The PATE sheet should be used to acconplish
which of the following functions?

L Identify the cause of problens
2. ldentify possible problem areas
3. ldentify the weakest recruiter

Monthly Planners, NAVCRUT Form 5220/1, are
mai ntained by which of the follow ng personnel?

L CRonly
2. CRand ZS only
3 CR ZS, and NF/RZ recruiter

Vhi ch of the fol l owing considerations should you
make first when preparing your ZS nonthly
pl anner?

| Your personal schedul e
2 Your zone's needs

3. Schedul ed neetings

4 Leave and liberty

Daily production reviews shoul d be conducted at
the end of each day or before the start of the next
work day.

1 True
2. Fal se

The DPR should be conducted in which of the
fol lowing formts?

1. One-on-one only

2. No nore than two recruiters at a time
3. Sinultaneously for all recruiters

4 Any of the above

Prospect cards for no-show appointments that
decline to reschedule should be checked for which
of the follow ng documentation?

The want and need
Conpl ete bl ueprinting
The obj ection

The DBM

= oS

Prospect cards where the recruiter contacted
someone other than the prospect should contain
which of the following docunentation?

Best time to contact the prospect
Bl ueprinting attenpts

Referral's requested

Al of the above

B~ oo ro N
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6-31.

6-32.

6-33.

6-34.

6-35.

6- 36.

If an itinerary was conducted, the DPR should
include which of the followng informtion?

A review of each stop

An overview of the itinerary

A review of productive stops only
A review of schools visited only

B~ o PO

As you summarize the DPR, which of the
fol l owi ng techni ques should you use?

Provide general direction for future activities
Provide precise direction for future activities
Reinforce what has not been acconplished
Reinforce each negative aspect of the DPR

S~ o ro

Every DPR should end on a positive note to help
the recruiter maintain a positive self-imge.

L True
2 Fal se

Which of the following statements represents the
phi l osophy you shoul d follow for ZS production
reviews with RINCs?

1 Standardize your DPR for all stations

2. Be as detailed as possible with all stations

3. Assume RINCs have taken care of all
processing probl ens

4, Tailor each DPR to the experience and skill
level of the RINC

Vhi ch of the follow ng questions should the ZS
ask RINCs last in station DPRs?

1 How many contracts are you going to wite
for the month?
2. Can you overship for the zone?
. Wat do you need and how can | help you?
4, Wat are you going to do different
tomorr ow?

The PRIDE systemis used for which of the
fol lowing purposes?

Cassification
Accounting and anal ysis
Conmuni cat i ons

Al of the above

~ o o



6-31.

6-38.

6-39.

6-40.

text.

Vhich of the following programs provide 6-43.

classifiers with enlistnent program availability for
USN prograns?

1 CRGOAL
2 CAGOAL
3. CLASP
4, OCEAN
6- 44,
Vhich of the following prograns is used to make
actual reservations for seats once an applicant
agrees to a progran®
L CAGOAL
2. CLASP
3. OCEAN
4, ONBRD
6- 45.

Accession file report prograns are updated based
on which of the followng inputs?
1 Reservations and cancel | ations made with

CLASP
2 Coal's input through special function

progr ans
3 Both 1 and 2 above 6- 46.
4, CHNAVPERS i nput

The SOLD report run at the end of the day will
show which of the follow ng informtion?

L
2

3

4,

Al new contracts for the day only

Al new contracts and reclassifications for
the day only

Al new contracts, reclassifications, and
attrites for the day

Previous days contracts, reclassifications, and

attrites 6-47.

Vhi ch of the following programs is considered to
be the nunber one management tool in recruiting?

o e

CLASP
NETCON
NEW

QUEST

6-48.

@ In answering questions 42 through 46, refer to the
sanpl e NETCON (fig 8-4) on page 8-13 of the

How many contracts did this district wite
yest erday?

B~ o o

One
Six

Ei ght
Ni ne
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What is the shipping goal for the month of
January?

L 4

2. 113
3. 161
4. 165

How many more nale upper nmental group
contracts need to be witten to attain this month's
goal ?

L 2
2. 22
3. 32
4, 58

Vhat percent of the March shipping goal has been
placed in DEP so far?

61.7
65.0
73.0
79.5

e

Before start of business this month, how many
shippers had been contracted for the month of
Decenber ?

L 125
2. 130
3. 135
4, 160

I'n answering questions 47 through 50, select the
PRIDE program described in the question.

The program that shows DEP quality for in-nonth
and out 12 months and all in-nmonth new contracts
by quality.

ACCQAL
DEPQAL
DEPQFY
REPORT

S~ oo PO

The program used to eval uate in-month accession
quality, showing the nunbers shipped and left to
ship for the month.

. ACCQAL
). DEPQAL
3. DEPQFY
I, REPORT



6-49.

6-50.

6-51.

The program used to show quality for the current 6-52.

or next fiscal year.

I ACCQAL
.. DEPQAL
3. DEPQFY
I, REPORT

The program that shows applicants scheduled to

ship by cycle. 6-53.
L ACCQAL
2. DEPQAL
3. DEPQFY
4, REPORT

The NEWZ program provides which of the

fol lowing information? 6-54.

L CNRC policy changes

2 Vidi ver status

3 Ugent information from Areas
4, Al of the above
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Recruiters nust be entered in which of the
fol lowing program files before they wite a
contract?

1 REPORT

2 PERSON

3. ONBRD

4 CONTRACT

O the fol lowing prograns, which lists attrites by
name?

I ATRRPT
2. ATRSEE
3, ATTRITE
4. QUEST

Applicants who have multiple reservations and
those who have been in DEP over 1 year will be
shown on which of the followng progranms?

ATRRPT
ATRSEE
QUEST

RESCYC

Pwd e



Text book Assi gnnent :

ASSI GNVENT 7

Chapter 8, pages 8-16 through 8-23 and chapter 9, pages 9-1 through 9-8.

7-1.

7-2.

7-3.

1-4.

1-5.

Vhich of the following factors is most inportant 7-8.
in analyzing waivers?

L Mental group
2 Approval rate
3 Education |evel
4, Type of waiver
(nce you have tallied factors in your waiver 7-1.

anal ysi's, which of the following steps should you
take next?

L Look for significant trends
2 Look for the most common factor
3 Train to all factors
4, Train to nost comon factor
7-8.
Stations with consistently high percentages of
wai vers may need training in which of the
following areas?
L Increase referral prospecting
2. Increase will-grad recruiting
3. Prospect in the quality market
4, Prospect upper nental groups only
7-9.
Vhen one of your stations has a significantly |ow
percentage of waivers, you should check for which
of the following problens?
L Ineffective blueprinting
2. Undue restricting of enlistnents
3. Both 1 and 2 above
4, Prospecting in the wong market
Your goal in attrition analysis should be to neet
which of the following objectives?
7-10.

L Identify DEP personnel with high attrition
potential so that preventive action can be
taken

2 Identify DEP personnel with high attrition
potential so additional time is not wasted on
them

3. Identify applicants with high attrition
potential so they can be avoided

4, I'dentify prospects with high attrition
potential so they are not prospected

39

DEP |eadership should meet which of the
following objectives?

Train and notivate DEP personnel
Generate referral activity

Both 1 and 2 above

Provi de additional office manpower

I~ o PO

DEP |eadership is a responsibility at which of the
following levels in the chain of command?

I Recruiter of record only

2. RINC only

3. Recruiter, RINC, and ZS only
4. Every level

The RINC and recruiter should meet with new
DEP menbers within what nmaximum time after
processing?

1 12 hours
2 24 hours
3. 48 hours
4 72 hours

Wen eval uating a DEP neeting, you nust

consi der which of the following questions as the
most inportant question that needs to be

ansver ed?

L Did they get enough referrals?
2. Vere the DEP personnel attentive?

3. [f | were one of these DEP nenmbers, woul d
| continue to attend DEP meetings?
4, [f | were one of these DEP nenmbers, woul d

| feel obligated to give referrals?

ZSs nust conduct an executive tel ephone
screening with what specific percentage of each
station’s DEP nenbers each nonth?

L 10 percent
2 15 percent
3. 20 percent
4. 25 percent



1-1L

1-12.

1-13.

1-14.

1-15.

7-16.

Vhen interviewing potential attrites, which of the
fol l owi ng techni ques shoul d you use to determne
the nature of the problen?

Ask rhetorical questions

Ask open-ended questions
Be assertive and brusque
Be kind and gentle

oo

DEP fanily nights are nost effective when held at
which of the following |evels?

1 Recruiter
2. Station
3. Zone

4,  District

Approval for CO events should be obtained in
advance from which of the following authorities?

1. NRD EPO
2. NRD CO
3. CNRA
4. CNRC

Regul ar DEP events shoul d not exceed what dol | ar
anmount per person?

L $4.50
2. $5.50
3. $7.00
4. $8. 00

Mni-DEP events should be claimed for
reimbursement in which of the follow ng ways?

1. File an OPE claim
2. Submit the bill to the NRD LSO

3. Submt a voucher for disbursement to the
NRD
4, Send a menorandum requesting

rei mbursenent to the EPO

Vhich of the following goals should be met with
effective time managenent?

1. Gain control of the tining and content of
what you do
2. Gain control of every task and assignment

Have more leisure tine
Have more time to plan and coordinate
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7-17.

7-18.

7-19.

7-20.

7-21.

1-22.

7-23.

As a supervisor, when you take on the problem of
your subordinates, which of the follow ng
conditions exist?

. You are now conpletely in charge
2. You are now working for your subordinates
You can ensure the problemis solved
correctly
4. You have msused the chain of command

Del egating duties to subordinates should cause
which of the following results?

1. Less responsibility for the manager
2. More accountability for the manager
3. Mre effective tine managenent and training

You should prioritize each itemon your “to do”
list by inportance and urgency.

L True
2. Fal se

How can the feedback |oop in communication
increase time management effectiveness?

1. Conversations will be shorter

2. You can hold the person accountable

3. You ensure understanding of the task
assi gned

4, The individual understands the assignment
nust be done quickly

Vi ch of the following activities will contribute to
nore effective time management?

Sinplify your work
Set clear cut goals

Keep organized files
Al of the above

B~ o ro

The frequency of station visits should be hased on
which of the following factors?

Size of station
Nunber of recruiters
Size of goal

Your observations

S~ oo ro

You should visit struggling stations as many tines
per week as possible.

1 True
2. Fal se



1-24.

7-25.

7-26.

7-21.

7-28.

7-29.

Of the following items, which should you review
before planning a station visit agenda?

LEADS and NALTS reports
POA&Ms

RQS status
Al of the above

B~ oo PO

Station visit sheets should be used in which of the
following ways?

L Check all items listed at each visit
2 Check all production related items at each

visit only

3. Check each itemonce during each nonth
only

4, Use the list as a guide and check each item
as applicable

As you enter a recruiting station, you should ook
around, putting yourself in the shoes of which of
the following individuals?

L Recruiter
2. RI NC

3. | nspect or
4, Prospect

[f the RINC asks for unplanned assistance during a
schedul ed station visit, you should follow which of
the following courses of action?

1 Skip your planned agenda and provide the
requested assistance

2 Tell the RINC not to sidetrack you and
follow planned agenda only

3. Fol I ow you planned agenda first then, if time
allows, provide the requested assistance

4, Provide the requested assistance first, then go
on with your planned agenda

During a station visit, you should look for which
of the following situations?

Systems being used incorrectly only
Covious enlistment irregularities only
Things that are being done right

Al of the above

R TCR RN

ZS copies of the Station Visit Sheets should be
maintained in which of the followng locations?

1 Station fol der
2. Station Notebook
3. Either 1 or 2 above
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7-30.

7-31.

7-32.

7-33.

7-34,

7-35.

Major inspection problems are those that deal with
which of the following subjects?

1 Production

2 Ml practice

3. Fraterni zation
4, Vehicle use

MTT is made up of experienced recruiting
managers who provide which of the following
servi ces?

Probl em identification
Training

Both 1 and 2 above
Counsel i ng

~ oo ro

Each NRS not inspected by MTT nust be
inspected within what maxinum time period
following the MTT inspection?

L 1 month
2. 2 nont hs
3, 3 nont hs
4, 4 nont hs

Wich of the following personnel is NOT
authorized to conduct a post-MTT periodic station
i nspection?

1 0
2 EPO
3. CR
4 RINC

A production inspection should include which of
the following portions of the MTT check-off?

Priority one only

Priority one and two only
Priority two and three only
Al portions

S~ o PO s

The EPO may grant what maxi mum nunber of
wai vers for a station requiring a production
i nspection?



7-36.

7-31.

7-38.

7-39.

7-40.

71-42.

Corrective plans should be devel oped to correct
i nspection discrepancies by which of the follow ng
personnel ?

Vhi ch of the following inspections take priority
over all other types of inspections?

MTT
Production
Peri odi ¢
Tur nover

= o ro

The purpose of the inspection programis to
identify which of the following factors?

| Recruiter malpractice

2 Di screpancies, so they can be corrected
3. Msuse of government vehicles

4 Di screpancies, so they can be punished

Original inspection reports are maintained at the
NRS for what mninmum period of tine?

1 1 year

2 2 years
3. 3 years
4 4 years

Corrective action plans to correct inspection
di screpancies nust meet which of the following
criteria?

Fol low a specific format

Be a formal POASM

Be witten and inplenented
Cover all production systems

Inspection Report Discrepancy Tracking Sheets
should be initiated by which of the follow ng
personnel ?

EPO
CR
ZS

RI NC

As an inspector, you should maintain what kind of
demeanor ?

Stoic and reasonabl e

Al oof and assured
Pleasant and prof essional
Friendly and hunorous

B~ oo PO .
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7-43.

7-44,

7-45.

7-46.

7-41.

7-48.

7-49.

Zone production and planning meetings can fulfill
whi ch of the fol | owing purposes?

L Training

2. Recognition

3. Team buil ding
4 Al of the above

Mbst zone production and planning neetings are
conducted at what interval?

I Weekly
2. Mnthly
3. Quarterly
4, Sem annual |'y

The format for your meeting depends on which of
the fol l owing factors?

Time of the neeting
Location of the meeting
Agenda topics
Anticipated attendance

= o PO

Training at zone meetings should be conducted by
which of the following personnel?

L Recruiters

2. RI NCs

3. ZS

4, Al of the above

During training meetings, you should give
personnel a 10-minute break at which of the
following intervals?

Every hour

Every 2 hours
Every 3 hours
Every half hour

= 0 S

Vel | planned meetings should include which of
the following elements?

A roster

An agenda

A point paper

An inpronptu talk

S~ o MO

Agendas should be distributed at which of the
following tines?

At the meeting

After the neeting

The day prior to the meeting
Vel in advance of the neeting



7-50.

Training at zone neetings should not exceed what
duration?

1 1 hour

2 2 hours
3. 3 hours
4 4 hours
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7-51.

As a ZS, you should try to assune which of the
following roles during your zone meeting?

L Comment at or
2. Docunent er
3. Facilitator

4, Negotiator






COURSE COMPLETION/DISENROLLMENT FORM
(Refer to instructions in front of course)

NAVY COUNSELOR (RECRUITER) 1 & C 82620
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STUDENT COMMENT SHEET

THIS FORM MAY BE USED TO SUGGEST IMPROVEMENTS, REPORT COURSE
ERRORS, OR TO REQUEST HELP IF YOU HAVE DIFFICULTY COMPLETING
THE COURSE.
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determining performance.
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